DOCUMENT RESUME 



4 



ED 260 177 



CE 041 213 



TITLE 

INSTITUTION 
SPONS AGENCY 

f 

PUB DATE 
NOTE 

AVAILABLE FROM 



PUB TYPE 

EDRS PRICE 
DESCRIPTORS 



Preparation for Employment Curriculum. Teacher *s 
Manual. 

New York State Div. for Youth, Albany. 
New York State Dept. of Labor, Albany. CETA 
Operations Div* 
82 . , 
499p. 

New York State Division for Youth, Office of Youth 
Employment Services, 84 Holland Avenue, Albany, NY 
12208 ($30.00). 

Guides - Classroom Use - Guides (For Teachers) (052) 

MF02 Plus Postage. PC Not Available from EDRS. 
Adolescents; Audiovisual Aids; Communication Skills; 
Correctional Education; Decision Making Skills; 
Delinquency; ^Disadvantaged Youth; Educational 
Resources; Employment Interviews; ^Employment 
Potential; Employment Programs; Entry Workers; Human 
Relations; Job Application; *Job Search Methods; *Job 
Skills; Learning Activities; Rehabilitation Programs; 
Secondary Education; Teaching Methods; Units of 
Study . 

APSTRACT 

This curriculum was designed to help teachers to 
prepare youth for employmejit. It is targeted for youth who are not 
academically oriented, have a low ri^ading level, and are easily 
distracted, but it is intended to be flexible enough to challenge 
academically advanced youth as well. This curriculum was developed to 
serve as a teacher's manual, a resource book, and a. collection of 
written classroom activities (student workbook). The media secti6.n 
and bibliography serve as resources as does much of the infprmatjTon 
contained in the lessons. Many lessons are accompanied by studen^ 
work sheets that can be reproduced. The curriculum is intended Xo be 
taught in a group-pace model. The curriculum consists of 10 uniti,. 
each containing an average of five or six 45-minute lessons,, and the 
course is designed to be taught during a 10-12 week school, term. The 
units cover the following topics: introduction, targeted choice, the 
job search, communication, applications, the. interview,/ decision 
making, the new worker, human relations on the job, and\ looking 
ahead. Lessons contains an overview, purpose, notcs,^ learning 
activities, and resources. Extensive lists of media are .included in 
the curriculum. (KC) \ , 



t^*** ************** ************ ^^^^^^^^^^^iir^^iir***^^****** 

* Reproductions supplied by EDRS are the best that can be made 

* from the original document. 

*^** ************* **f^ ************)**** **Ari^i^i^i^i^i^i^i^i^iir ********** **«^****** 



BEST COPY AVAiLMbi 



PREPARATION FOR EHPLOYMENT 
CURRICDLUM 
TEACHER'S MANUAL 



DEVELOPED RY THE NEW YORK STATE DIVISION FOR YOUTH 
UNDER A GRANT FUNDED BY THE 
NEW YORK STATE DEPARTMENT OF LABOR, 
CBTA OPERATIONS DIVISION 



BEST COPY AVAILABLE 



^ LEONARD G. DUNSTON 
DIRECTOR 
NEW YORK STATE 
DIVISION FOR YOUTH 



RAMON J. RODRIGUEZ 
Executive Deputy 
Director 



EOUl 
J Tl 



DCPAnnniifr or ioucatioh 

NATIONAL INSTITUTE OF EOUCATION 
EQOCATIONAL RESOURCES INFORMATION 
CENTER (ERICI 
This documtnt rw» b—n rtproducod »« 
rcccrved Uc*o the p«f*oo of ofg^niiition 
ortginatirig it 

Mmof change* Iwvt been m«d« to impfOV« 
reproduction quality 

• Points of view or opmwn* itate<J m thi* docu 
ment do not necessaray represent oHiCial NlE 

posiiion Of poky 



"PERMISSION TO REPRODUCE THIS 
MATERIAL IN MICROFICHE ONLY 
HAS BEEN GRANTED BY 



LES GOLDBERG 
Deputy Director for 
Program Services 



TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC)." 



RICHARD A. DESROCHERS 
Director 
Youth Employment ?rogram 



PREPARATION FOR EMPLOYMENT CURRICULUM 



TABLE OF CONTENTS 



Foreword 

Acknov/ledgements • 
Introduction • • • 
Teaching Tips • • 
Media Introduction 
Bibliography • • 



i-ii 
vii 
1 
14 
37 
62 



Curriculum Content: 



Unit 


1 - 


Unit 


2 - 


Unit 


3 - 


Unit 


4 - 


Unit 


5 - 


Unit 


6 - 


Unit 


7 - 


Unit 


8 - 


Unit 


9 - 


Unit 


10 - 



Introduction 

Targeted Choice* ...... 

The Job Search ...... 

Conununlcdition 

Applications . 

The Interview,; 

Decision Jlaklng . . . • ^. • 

The New Worker 

Hunan Relations On The Job 
Looking Ahead 



.1-0-1 

2- 0-1 

3- 0-1 

4- 0-1 

5- 0-1 

6- 0-1 

7- 0-1 

8- 0-1 

9- 0-1 
10-0-1 



V 



er|c 



11 



FOREWORD 



The Division for Youth is New York State's lead agency responsible for 
delinquency pre^^ention and rehabilitative services to youths involved in the 
juvenile justice system or who are at risk of juvenile justice'involvement 
and as such, has been active in the youth employment and training field over 
the past decade J 

Particularly, since T977, the Division has been successful in increasing 
its employment and training programs for youth, and in undertaking new initia- 
tives in both residential rehabilitation and communityr based programs. In 
addition, it also has taken the initiative in sharing its appr^paches with other 
States and in contributing to national policy on youth unemployment. Included 
in the Division's efforts have been testimonies before Vice f?fesident Walter 
Mondale's Task Force, Congressman Augustus Hawkin's Hearings ^on Youth Unemplcy- 
nent and the National Conmission on Employment Policy. 

Division for Youth clients may, without risk of overstatement, be described 
as products of envir^onments placing them at a most serious disadvantage in the 
labor market. Besiclg^ being young, and henee\ part of the population with 
more than triple the unemployment rates of other groups. Division clients suffer 
from several other impediments further limiting their ability to obtain and 
maintain employment. They are largely non-white, with 43.6 percent Black and 
11.6 percent Hispanic, reside in inner-city settings where job opportunities are 
rapidly dicinishing and job information is meager, lacking in employability skills, 
basic work and life skills, having a history of failure and low self esteem, with 
rnore than 81 percent over two years behind age-appropriate grade level in academic 
achievement. I 

Furthermore, these youngsters have been involved in th4 Juvenile Justice 
System, marking them with the stigma of being ex-offenders. .Many come 
from low income families which frequently means that they haye had little 
exposure to a parent who works or to a life perception that includes work as a 
part of everyday existence. They are frequently unfamiliar with the basic rules 



Although the material in this document v/as developed for Division youth, it is 
comprehensive and broad. The curriculum has the ability to be easily adopted 
to all youth. . 
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and nx)res of the work world. These are young people jnost apt to experience the 
frustration of consistent rejection in the market place. This when combined with 
their other societal and possible emotional difficulties, may well result in these 
youth discontinuing job-search activities. The most critical consequence of this 
action is the increased likelihood of further involvement in delinquent behavior. 
This often results from these youth resigning themselves to a place in the family 
pattern of menial employment, recurring unemployment and frustration, while feeling 
impelled to seek status and self-esteem as well as money, through delinquent 
activities. ^ 

Given the cyclical relationship between persistent unemployment and criminal 
activity, it follows that gainful employment should intervene in, and break the 
cycle. Promoting employability and employment, then, has emerged as a vital treat- 
ment variable in the rehabilitation of delinquent youth, and a valuable tool in 
delinquency prevention efforts. 

Of the employment program components traditionally feartured in past efforts 
with this population, (i.e., job-readiness, work samples, work experience, 
occupational /vocational training, job development, and placement), job readiness 
training has been perhaps both the most significalit and the least researched and 
developed. . 

Although, a review of current literature pertaining to youth employment 
programs clearly revealed that while there is no lack of pre-packaged job prepara- 
tion programs, none appeared to be at once comprehensive and aimed at the particular 
problems of delinquent youth. Many of these programs were oriented towards white, 
middle class youth and/or youth who do well in school. Consequently,, in January 
of 1979, not finding suitable job preparation curriculums to utilize the Division 
for Youth submitted to the NYS Department of Labor, CETA Operations Division for 
funding consideration, the Preparation for Employment Program choosing as its 
objectives: 

1) the construction of a comprehensive curriculum to Orient delinquent 
youth and youth lacking employment skil'V to the labor market; 

2) the establishment of a method of implementing the curriculum that 
would best serve Division clients; and 

3) the application of the developed curriculum and approach to help 
Division clients enter the labor market which would permit a 
demonstration of the effectiveness of the curriculum. 

O . ' TV 

ERJC ■••5 



«^ During the past two, yeirs, t curriculum was developed, revised, field' 
tested, further revised and field-tested again. Finally, It was replicated 
by facility staff In eight diverse facilities and two youth service team " 
locations. and finalized. In all , well over 200 youth 'participated In the. field 
test process ranging In age from 14-17, covering all levels of academic abilities 
from non-readers to 10th grade readln.g ability. 

Evaluative comments from field sUff Involved with the replication have 
been favorable. Positive changes have been noted In the behavior, of program 
^participants regarding work and Job search acltlvles. "Participants have shown 
a heightened interest In the job search process, the world of work, and career 
exploration. Most significantly, all replicating facilities have found the 
curriculum to be a valuable addition to their vocational programming with plans 
to 'Incorporate It into their on-going program. 

The curriculum materials were specifically written to address the needs and 
" abilities of Division youngsters, however, it is flexible and adoptive to most 
youth. A variety of styles were used in the field tes^s to clarify the most 
effective approaches. Extensive use is made of handouts which are designed to 
interest as v/ell as educate students. They are integrated into the lessons and 
serve to stimulate and/or summarize class discussions. A careful balance is 
achieved between lecturing, discussions, media, and written work tc keep Ihe pace 
varied and stimulating. 

The media were carefully selected from the vast array of commercially avail- 
able materials to enhance the delivery of the curriculum. These items are 
specifically designed into the lesson plans to achieve maximum impact. The 
result is a carefully orchestrated, multj-demensional approach to job readiness 
instruction. 

The program is targeted at the full spectrum of Job readiness instruction, but 
as its titl« (Preparation fo/ Employment) denotes, it is primarily designed to 
address job seeking and Job keeping skills and information. It is written to be 
appropriate to varying organizational needs and/or resources. 

The lesson plans are written in sufficient detail to assist teaching. staff 
who may not be ex))erienced with classroom instruction, and outlines are offered 
for instructors needing less detail. While the curriculum material is detailed, 
it is also flexible to allow it to be adapted to a variety of classroom situations. 



The extensive use of media greatly enhances the:program's impact but as these may 
prove to be too costly, alternative suggestions are included which involve no / 
media costs. , \ \ 

The curriculum .is designed to be an ever-changing document to keep. pace with 
the demands of the changing world'of work and the changing needs of the yout*h we • 
serve. I would like to encourage you to adapt and modify this curriculum to meet 
the needs of your situation. There are ample suggestions throughout the curriculum 
to assist you in this process.. 

To help others learn from your modifications, the. Division for Youth Employment 
Unit ha^ agreed to function as a clearinghouse for adaptations. Please send in;any 
and all comments, suggestions, additions, or deletions to the Employment Unit staff. 

I'm sure you will find this curriculum to be an effective and useful tool 
in our mutual effort to rehabilitate troubled youths and/or reduce delinquency, 
crime and recidivism. [ 

4 

Richard A. Desrochers' 
Youth Employment Programs 
\ , . Division For Y^.uth 

1981 
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PREPARATION FOR EMPLOYMENT CURRICULUM 
INTRODUCTION 

BACKGROUND AND NEED " ' ! , 

This curriculum was developed to serve as a teacher manual, 

« 

a resource book, and a collection of writtdh classroom activities 
(student workbook) . The Media Section and Bibliography serve 
as resources, as doe»^much of the information contained in tlia 
lessons. Many lessons are accompanied^ by student work sheets, 
called handouts, and so this functions as a "copyable" student 
■ activities book. The primary purpose of the curriculum is that 
of a teacher '5 manual for a comprehensive preparation for employ*- 
ment (job readiness) program designed to service the disadvantaged 
population des^cribed in the Foreword. 

As unemployment statistics shoW, age is a significant barrier 
to emplo^ent for. workers who are less them 20 years-old. Much 
of this is due to labor law restrictions, prejudice, and 
the ready availability of workers over 21; factors which are 
beyond thrf control of the unemployed youngster. A barrier which 
is within the youths' control is the lack of basic knowledge and 
skills required of all new workers. These go beyond vocational 
and job-search skills to include: hiimem relations or socialization 
skills; personal decision-making skills; and knowledge of the^ 
rules, customs, and basic facts of the work world. 

This curriculum is designed .to address these topics. It is 
targeted for youth who are not academically oriented, have a low 
reading level, and are easily distracted. It is flexible enough 
td challenge academically-advanced youth as well. The curriculum 
has been field tested amd shown to be comprehensive and effective 
in impacting ppsitively on Division for Vouth youngsters in the 
skills and knowledge areas noted above. The program's title 
{••Prrparation for Employment") and content highlight its primary 
emphasis - that of preparing" youth to successfully enter and 
remain in the work force. ^ 
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Career awareness and life skills are two essential adjuncts 
to this process; career awiren^ss to help youth choose^ appropriate 
and satisfying jobs, and life skills to help youth be successful 
With their personal business so it does not interefere with their 
work perfpraance. These areas are complex enough to warrant 
separate curricula, and a* full' treatment of these topics is be- 
ybnd the scope of this document. Career awareness is introduced 
early in the curriculum, but it is not treated in-depth. \ife . 
skills are not directly .addressed i? tKis ;program, but th^e 
bibliography lists some resources to address these ^issues. 

The program is established in a grou^pace mode. . This 'has 
been viewed ^skeptically by some sta^f us^d to se^L^f-paced 
instr'iction, as a group-*piiced instruction often presents addi- 
tional instructional and control problems, the group-pace 
design is critical to adequately prepare .youth for the work 
world. Workers function in an interactional settin^^^^d^myjK 
relate successfully with, and -maintain the pace set for a and 
often by, the group. Group members inter acr frequently, pro- 
. viding constant opportunities for interpersonal conflicts. 
Many youth have limited and/or inappropriate (aggressive) inter- 
personal relations skills. Gaining^ exrsosure to the^ group 
process in a^ classroom environment is one way of preparing youth 
for this aspect o^ the work world. Behaviors and conflicts which 
arise through disctission present a good^ forum for instruct^ion' in, 
£md/or modeling of, successful human relations skills. 

Some staff 'have recommended increased V^itteni material to 
reduce the emphasis on discussion. Ttim dlscussl^on style was 
deliberately chosen for several reasons.. Few youth will be 
involved in jobs where they 'are primarily involved in writing. 
Most job tasks will be accomplished in the context of discussion; 
neither instructions nor results will be written. ' Written^ 
materials were also requested to provide immediate reinforce-, 
ment for students. Again, the world of work does not often 
provide an immediate feedback process, f.o written materials are 
interspe^rsed with less measurable tasks. - The varied, and fre*** 
quently low, levels of reading and writing abilities of taurgetec, 
youth f\irther indicated a limit on written materials, as this 
course was 'not designed to address development of these skill areas 



in addition/ itud«nts can gain insight and contribut. to 
t^e group through di.cus.ion to a degree which would not be 
available in a ,eli-pac.d mode. Job readine,. is an ar«a in 
which youth can draw from their life .xperienc«r and observa- 
tion., and thi. input addj greatly to the progr«a's impact. . 
Discussion. al.o allow for peer group feedback on, and rein- 
forcement of. the lee.on material which further enhances its 
impact. 

While the benefits of th'e group-pace design ^ clearly out- 
veich the potential problems, it is important that the teacher 
be aware of these and prepare accordingly. Briefly, these 
include: a greater opoortuiiity for interpersonal conflicts and 
"•ac-ing-oUt-; increased disruption of learning due to absences 
(/t is difficult to make up .material generated in and taught 
4ough a class discussion) ; and the Necessity to enroll some- 
what homogeneous groupings according to academic abilities, 
' inaturitVT"^at«4 li'fe e^tperiences . 
GOALS A^ID COKTSNT^ ARSAS . 
The curriculum has four primary goals: 
'i TO provide youth with basic knowledge of the world 

of work and available work Options; and to give them. . 
the information and skills needed to begin making ^ 
■ job/career choices; 
2 ,To provide youth' with the " opportunity for self- 
exploration (needs, w«its, values, strengths, 
•abilities, and interest.) ; and to help th«. utilize 
this information In making career/job choice, and in 
jcb-seeking and job-keeping activities; ^ 
TO provide youth with the knowledge and skill, "-^-f^ 
sary to^ successfully 'find a job openiSig ^d get hired. - 
Youth will ieam job search: 

a. information - the sales pitch, paper, needed, . 

.and l^or lavs; 

b. Resources - employment agencies, want ads, and 
other job sources; 
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c. Skill! - making contact, cctnpUtinc aoolicationi, 
and participating in iatarvitwt; - 
4. To provida youth with tha knowledgs and skills nacai- 
sary to maintain succasiful anploynantt. 

a. An oriantation to tha work placa, 

b. ConsBunication skills, 

c. Dacision-ffli^ing skills, 

*d. Human ralations skills on tha job. 
.Tha first two gcals davalop tha background fcr tha primary 
focus of tha curriculum, which is axprassad in tha lattar two 
goal staramants. Tha curriculum is dividad into tan units: 
the first two fooia on sal£- and caroar-awaranass; thraa units 
address tha jcb search process; four units discuss human relations 
skills and basic knowledge about the world o£ work; and the last 
unic helps the students plan their immediate fuf^e as it relate- 
to the. wcrk world.' 

These tan. units in the order they are written are: 

- lnta;.oduction ' - The Interview 

- Targeted Choice - Decision Making 

- The Job search - W°»2cer 

- commuiication - Husan Relations on the Job 

- Applications - -ookiner Ahead 

Each unit contains an average qt five or six, 45-minute 
lessens (Unit 10 is only one le^aon) , and the course is designed 
to be tauaht during a 10-12 week school term. A 'brief overrdew 
of each unit iamiediately follows. It includes an explanation . of 
the unit's location and the . rationale for its inclusion where 
this may not be self-evident. ; ^ 

1. 'i Introduction - In addition to introducing the cours*^ 
'^this unit addresses the issue of why job readiness iind 
career awareness are iaJportant. , The unit's primary \ 
purpose is to orient students 'to the course in such a 

wax *« to '^^^ in" to the 

program's -goals and .content areas on the Basis of t.hei-r 
needs. Students who understand the purpose of the 



course and recdgnize their need for this informa- 
tion are more likely to benefit from the instruction 
than youth who are confused about the breadth of 
the content and/or are resistent to the concept of 
job readiness instruction. 'i 

Targeted Choice - This unit focuses primarily on 
self -awareness and career-*awareness issues. Informa- 
tion gained through the self -awareness exercises is 
used throughout the curriculum, but is primarily used 
with the career selection and job search processes. 
Career-awareness is used along with self -awareness 
to begin the process bf career selection. (targeted 
choice) . This is paddressed early in the program for 
two reasons : ' 

a. If students can select a career area they 
are excited aliout, this selection can be 
used to help niaintain interest and motiva- 
tion throughout the course. 

1 

b. Many students "are primarily interested in 
the -job search process and are not willing 
to{ expend much mental energy in the area 

of career searching. Presenting this topic 
early in the course helps students by allow- 
ing them to work on what may^ seem to them 
to be the '•boring section while they are 
' still Afresh''. ^ 

Career selection is an important issue, but it seems 
to be one for which many youth have little or no 
interest, particularly typical division youth aged 
14-17. It is presented to make students aware that 
careers and care^A choices exist and are important. 
If students become 'interested in this at a later 
date-, they will then have a context from which to 
grow* The discussion is kept somewhat brief to 
limit frustration or boredom. 
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3. The Job Search - This provides a comprehensive look 
at the job search process, stopping short of the 
application and interviewing steps. It immediately 
follows the career choice section so as to draw a 
somewhat abstract discussion into a concrete con- 
text which most youth readily understatnd. This 
Unit develops the foundation for the job search 
with the following Units - Communication ^ Applications, 
and Interviewing - completing the structure. 

A. C ommunication - Good communication skills are required 
for a successful job search and interview. They are 
also .a key aspect of successful human relations skills. 
Commxinication is referred to throughout the program, 
but it is introduced here for the following reasons: 

a. Most students view commtanication skills as 

a somewhat abstract topic, and felt frustrated 
when it iimnediately preceded or followed the 
( Targeted Choice Unit. This was too much seem- 
ingly irrelevant information all at once. The 
Job Search Unit provides a change of pace and a 
concrete context for the development of thi.s 
second eQ^stract concept. Job search provides a 
rationale to the students for the need for good 
communication skills.. 

b. Communication skills are needed for a successful 
job hunt, and it is there^bfeTii^^^ to. intro- 
duce this subject as early as possible. 

c. Studentn often require a great deal of practice 
with these skills and later units provide op- 
pbrtunities for this. This allows the Communica- 
tion Unit to be kept short without losing the op- 
porttinity for students to practice these skills. 
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Applications - This picks up on the two prior units, 
but mainly focuses on its primary task - the accurate 
completion of applications. 

The Interview - This unit takes the interviewing 
process apart and<,looks at each stage. Students are 
given ample opportunities to practice each step. 
Information from self -awareness exercises, the job 
search lessons, and communication training is re- 
viewed to reinforce the earlier lessons and tie the 
course together for students who may be feeling 
somewhat fragmented. This concludes the job search 
segment. 

Decision Making - This is another abstract concept 
for many students, so it was held off until students had 
experienced additional time with more concrete 
subject matter. It is introduced here to show stu- 
dents how to make a good job choice when their search 
is successful and to further set the stage for. learn- 
ing human relations skills (Unit 9) much of which 
employs decision making. The major orientation of 
this Unit is that decision, making is a process, and. 
students are encouraged to be more conscious of and 
deliberate with their choosing. Many youth react 
reflexively to a" problem situation, instead of 
deliberately. Decision making is presented as a 
method for students to increase their control over 
their lives. 

The New Worker - The job search is completed, as is 
the choice to accept a jdb offer, and now the "appli- 
cant" becomes a "new worker". . This unit is basically 
an orientation to the work place, including work place 
vocabulary, understanding paychecks arid benefits, 
learning to recognize realistic expectations, and 
other basic information- about entering the world of 
work. — ™- ~™ 



9. Human Relations on thm Job - This is the final job 
. readiness unit. The "new worker" has made it past 
orientation; and i,% now at work, interacting with 
supervisors, co-wjrkers, and customers. Jnforaarion 
is drawn from ei^rlier self-awareness, communication, 
decision-making, and "new worker" lessons. This 
unit iperves as a summary for these four units . and 
builds on these units to develop well-rounded human 
relations skills* 

10. Looking Ahead - The focus returns to preparation for 
employment. Students have learned many skills and 
much -^information. They have moved through a hypo-, 
thetical job search and beginning worker experience, 
and are now brought back to the- present. They are 
asked to, plan their immediate future in regard to 
' their interaction with the work world: to plot a 

job search strategy, and/or to plan further career 
exploration experiences . 'They are then asked to 
evaluate the course. . This ends the program. 

THE CURKICJLUM'S ORISNTATION \^ 

The curriculum is design'ed to maintain a logical, .inter-* 
woven structure. Abstract topics are combined with more con- 
crete areas to demonstrate the need for and relevancy of these 
subjects. The program is targeted for youth with low academic 
skills, short attention spans, limited interests, and with a 
history of disruptive behavior and unsuccessful performance in 
a school setting. When using this ctirriculum with more ' 
academically skilled or disciplined students, the steady 
demonstration of relevancy will be less necessary. The cur- 
ricultai|swas developed to n»«t the job readiness needs of 
primarily low- income youth, who frequently have had no expe- 
rience with, and limited exposure to, the legal work world. 
Many of these youngsters have no significant role models who 
are successfully employed in legal jobs. This is another 
rea son for the basic and ste p-by-step approach of the materi al 
^^gain, the pace can be accelerated if the students do not need 
to proceed slowly. 
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This curriculum was designed to function with a "typical 
class** having the following characteristics: 

1. Division (or Youth youngsters^ as described in 
preceding statements, 

2. A class size of six to eight, 
3« Participants aged 16, 

4. Reading at grade levels four to six, 

5. Classes meeting five days per week, 45 minutes 
per day, for 12 weeks, 

6. Students having some interest in participating^ 
' in the work world. 

The material is very flexible and can be adapted to a wide 
range of interest and ability levels. Group 'size and duration 
is also very flexible. Any * changes from the characteristics 
described above will require some adaptation of the material - 
style, pace, and/or '^training - but will not require any signifi- 
cauit revision. The. material can be used with non-readers up 
through high school seniors "reading on level, and can be. adapted 
to work with 12 year-olds up to students ixj their early 20*8. 
The greater, the variation from the "typical class", the greater 
the adaptation* required. • ' . 

The writing style of the curriculiam takes an informal, con- 
versational tone. Much of the material is written in dialogue, 
with some slang words and colloquialisms to reinforce the 
casual tone. The grammatical structure vizkea use of informal, 
vernacular constructions. This tone is encouraged to facilitate 
a comfortable setting which will maximize students' verbal 
participation. Despite the extensive use of dialogue and 
quotation marks, the curriculum is not intended as a script. 
It is important that the teacher deliver the material in 
his/her own voice; reading the dialogue.as.it is written may 
not sound or feel "natural". The dialogue is used to illustrate 
how the concepts can be taught, but the actual style must be 
adapted to each individual teacher and situation r, 



student participation is encouraged because this is *'real 
life" material* Students learn more if each youth involves 
him/herself directly with the material. The curriculum is 
as much a humam relations skills training experience as it is 
an informational learning experience. Skills training, is best 
accomplished with a combination of informational and '•hands-on" 
learning. Additionally, students can add their relevant life 
experience,? to the discussion, thus personalizing the material, 
and often making it more clear and more •'real" for other stu- 
dents. Values, beliefs, and other aspects of the self are 
ex^^ined and discussed for their relevancy and appropriateness 
to the work world. Establishing a comfortaole, informal setting 
encourages students to more openly share their values. This 
is one area that must be personalized to have amy significant 
impact. Discussing values in the abstract is frequently 
ineffective in promoting learning. 

/'S/he" and "him/her" are used extensively throughout this 
curriculum, it may seem cumbersome and awkward, but this style 
was chosen because youth often have rigid stereotypes of the 
gender roles found in the work world, and they need to learn , 
that these stereotypes are not accurate. Otherwise, they may 
be caught "off-guard" by a male receptionist or female super- 
visor, and act inappropriately, possibly ruining a job op- 
portunity. In addition, some classes may be co-ed and including 
"she" and "he" will help students of both genders feel included 
in the conversation. This structure does not have to be used 
constantly, but should be used regularly. 

CURRICULUM ORGANIZATION r HOW TO USE THE CURRICULUM 

The curriculum is organized to provide easy access to informa- 
tion. The main content areas are divided into units as pre- 
viously discussed. Each unit' has an overview which states the 
purpose of the unit and outlines the lessons contained in that 
unit. The next page discusses one or more of the following: 
how^his unit fits into the ov erall curriculum^ ^^^^ other units 
aiid lessons relate closely to this one, how the teacher may tie 
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thi3 unir into th. Teal world- (field trips, speakers, *rc.) , 
an explanation of the, unit's theoretical basis, and any reccn- 
nended adjustments for specific group compositions (i.e.,ac- 
vanced students, young students, etc.). 

Each l«sson is organized in a standard foraat: the first page 
is a lesson overview, outli.iing t.he lesson's purpose, t.he activi- 
ties, the time sequence, and equipment or materials needed for 
that lesson. The handouts for that lesson fol-low the over-/iew, 
and a detailed lesson plan (narrative and dialogue) follows 
.nex-. optional or supplemental materials follow the lesson 
clan. Each lessen is designed to be 43 minutes long, unless 
otherwise noted. 

preceding t.he first unit are introductory sections which 
include: an orientation to the curriculum's development, con- 
cent, and structure (t.his section); a collection of "teaching 
-•^ps" discussing techniques which are usad with this curriculum; 
an overview and introduction tcj the media; and a bibliography. 

The oage numbering system is bas_ed.upcn the. modular_4_e sign _ 
of the carriciium, so t.he page numbers follow the unit, arid 
lessen structure. The page numbering system consists of three 
numbers; t.he first represents . the unit number; the second, the 
lesson number; and the t.hird,-the page number; T.hus, page . 
3-4-2 represe.nts Onit 3, Lesson 4, page 2. Onit material which 
^recedes t.he first lesson of "each unit is treated as lesson' "0", 
e.g., the onit Cver-ziew to Onit 4 is 4-0-1. This numbering 
svstem represents t.he belief that this material will be con- 
tinuously revised a.id updated. Therefore, the page numbers 
don't cross modular units, eliminating the need to repaginate 
'th* entire curriculum when one or two lessons are changed. 
T.he introductory sections are numbered as standard page numbers 
in a text (1, 2, 4, etc.) , 

The materials and equipment needed to teach this euyriculua 
include: papers and pencils; a folder or notebook for students 
to organise and save their handouts (a looseleaf notebook is 
ideal, but expensive; a simple folder will suffice); a flip 

char* iHd 'mafRersT Snd'/or-a- chaikboard-and-cha-l-k->--a-photo 

c-«v^ng machine; and the materials noted in the Media Overview. 
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The curriculum is a complete, orgamized dociiment. It is 
designed in a modular style for maximum flexibility^ but each 
module is linked to the others. It should be read completely 
to get a feel for the overall approach and content areas it 
contains. Teaching it in a complete cycle is the only way to 
fully comprehend its organization and orientation. After 
completing one cycle, the teacher can adapt it more readily 
and effectively. 

Once a teacher is familiar with the curriculum and the class, 
most adaptations can be planned in advance to provide a smoother 
delivery. Lesson Overviews are -designed for the teacher who has 
experience with the program and simply needs an outline of each 
lesson and a reminder of needed, materials and equipment. The 
outline is keyed back to the narrative/dialogue that follows. 
The Overview should be. reviewed prior to each class, with the 
main text serving as a resource. The use of a chalkboard or 
flip chart, and papers and pencils for students, is assxaned for 
all classes . and is not noted. 

The curriculum is modularized for ease of adaptation, bat 
each unit is linked to the others to produce a well integrated 
program. Teachers should become familiar with the entire 
package and fully understand the cross-linkages, so they do 
not become locked into the modules. This could result in a 
fragmented, disrupted course. Lessons can be freely moved 
from one unit to another if that would better meet the needs 
of a particular group. Some cross referencing information 
is presented in the ''Unit Notes'' at the start of each unit. 

\ As this is n flexible format designed to meet the needs of 
a vaxled and changing population, it must be constantly evaluated, 
revise^> and up-dated. Student feedback as well as instructor 
observat^n^ is critical to this process. Students should be 
asked to eva\iwte the course periodically, and a formal evalua- 
tion is part of^Unit 10. At the end of the course, the students' 
final evaluative comments can be compared with comments made' 
during the presentation of the course. These can be matched 



with the teacher observations to provide a good picture' 

of the effectiveness of the course and areas In need, of change < 

To help promote the evaluation of this currlculvca, revisions 

and evaluativ* commanti ihould be lent to the Employment Unit, 

which will organize and distribute recomnf.fldation8 . 

Write to:! Mr. Richard X. Desrochers 

' Director, Youth Employment Unit 
NYS Division for Youth 
84 Holland Avenue . 
- Albany, NY 12208 * • ' 

(518) 473-8445 
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PREPARATION FOR EMPLOYMENT 



TEACHING TIPS , 

f 

This section is designed to orient the teacher to the teach- 
ing philosophies and techniques upon which this curriculuxa is 
based-, and to illustrate specific ways .to adapt, modify and 
supplement the curriculum as needed. It is intended for staff 
who ara experienced in working with youth to be served^ by the 
program and who have teaching experience, formal or infprmal. 
Its purpose is not to train staff in how "to teach", but in hov; 
to use this curriculxm 'for maximal, student' impact. 

This section is divided into five basic sections: 

A, An overview of the curriculum* s philosophy and approach. 

B, How to adapt the curriculum for specific groups of 
students and/or class settings. ' 

.C. An explamation o-f ten, fundamental teaching techniques 

used in the .curriculum, ^ 
D. How the teaching techniques can aid in classroom manage- 
ment. 

£. Supplements which can enhance the program. 

A. AM OVERVIEW OF THE CURRICULUM'S PHILOSOPHY AND APPROACH 

The curriculum as noted earlier, is developed on a group 
paced participatory style. Student input ^ is a key ingredient 
in the con^tent and success of the curriculum. The lesson 
plans emphasize brainstorming, discussion, and role plays to, 
maximize student participation. The teaching style is targeted 
to "meet students half-way", it is casual and informal. For 
example, students* slang expressions should be accepted, when 
appropriate, in brainstorming and role plays. The teacher may 
wish to share the slang of his/her generation to help instill 
a greater sense of the program's participatory mode. 



The broad range of the curriculum materials are des-igned for 
flexibility and adaptation. Chan.ges will be required for tiie-s 
specific abilities and needs of each group (reading level; 
socioeconomic background; age or maturity; ready for employ- 
^ment now or irTtwo years; etc.). The instructor can select 
the most appropriate information and styles from thos*^ offered 
in the manual. 

The program is targeted to address the more subtle points^ of 
job seeking and job keeping, including communication and decision 
making skills, as well as the more straightforward topics, such 
as applications, interviews, and want ads. It seeks to address 
the whole picture of the^ job ready person. The focus of the 
instruction should be oriented towards the "real world" of the 
world of work, as the goal is to prepare youth for that environ- 
ment. The program seeks to expose students to the range of 
situations they will encounter as they he^in to enter the work 
world. The need for ancillary (human relations) skills is 
illustrated in the context of the work world environment, and 
the skills are taught in that context. Self -awareness and career 
guidance are also presented in this manner. Students are 
encouraged to accurately assess their strengths and weaknesses as 
they relate to their participating in the work environment. This 
includes: the image they project, their actual abilities, the 
appropriateness of their values amd aspirations in the work 
world, etc. They are assisted with ch4ngii?g those areas with 
which they are dissatisfied. 

When presented as isolated information, many Division youths 
find these topics to be abstract or dissociated from their frame 
of reference, so efforts, were made to connect these to the 
context of job seeking and/or job keeping. Students are more 
interested in learning skills and information when they can. see 
how it connects to something they value (succeeding in the world 
of work) . 
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Discussions play a large role...ir.. ?he program . Students 
should te allowed 'to digr.s. if tine allows, as long as tr.e 
discussion is relevant anji appropriate. Man? wor-wn.le c.s- 
cussions can follow from'She curriculu.,, and the course d-^-a-xon 
can easily be doubled. This ii part of the flexible ^-^^'^ 
design. Whole units can be .deleted, or the order of presentation 
c,n be changed. The lesson dialogues are giveji as .x«nples 
T.-;, quotation marks are used to de.note dialogue, but are not 

tc i.-noly thar the instructor should read the eorriculua a|*- 

a scrlot.- Sone iec-.ions »ay be used this way, but ntosc ^^^^^^ 

naraphrased into the instrucor-s personal voice (sp.ak.ng style), 
-he table of contents and intrcducrory sections are designed 

t^.' c^ve -the tiacher^an orien^cion to the program. Reading, the 

e;.i"re c-orriculum is essential to understanding its 

and design, but only by teachir.g it, will 

annreciate how and why it was constructed as ^^"r" ^"^^ 

i^. once in its original format, an instpactor w.ll Se bec.er 
able to adapt Lz to the needs of his/her setring. 



3. ,v.^TMG AND ADAP' ^'TMr. THI ay^ICJJLUH MXTSRIALS ' • 

' The curriculum is designed as a step-by-step lesson plan- 
ner teachers with limited experience in the classroom or wi.h 
;-vs tvpe of material and/or approach. There are opti^onal 
exercises offered Li many lessons to help the teacher mod._y ^ 
-ne aooroach for each specific group. It may take some. .ime 
unt'-l"an understanding is developed as to what approach xs 
nost e'-ectiv. with each group. The more experienced teacher 
'can skim though the step-by-.tep detail, and pick and choose . 
aaong the exercises offered. 

Timing is one factor which is going to fluctuate coniiderably . 
^•Not all programs will be scheduled in 45-minute sequence. , ^ 
and groups will move at varied paces, "These concerns are notec 
in many lessons, particularly those which are more ikely to 
.un Short or long. Efforts were made to have each lesson conta.n 
a locical beginning and' end, and to generally be t^ed at 4 ^ 
^iTu^-s for the ^average" group (established as a group o 6-0 
aged^sV^idrng at t.he sixth grade level,--w.th a 
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Bcd«rate accunc of p*rtici?attioa) . • - 

sen. l."=n. l«d.d with =pti»r..l .x.r=i.«, oth.rs 

if a 1..3on r^. short, xidia ji.c (with on. r.ot.d «^c.pt cD 
.hould h. c=«pl.t.d in on. l...on with .ufficnt 
cushion; and Friday. -.hould .nd with .cm. clo.ur. for th. w..x«d. 
Oth.r.i.., on. n..d not .tricky adh.r.. to L...on ..g«.nt.. 

zach group will d.v.lop patt.m. which will'h.l? ..tia*t. 
ti^na.' Scm. group, will hav. no qu..tion. at "Q^^f °" 
An.w.r- cortion. of th. l."on; .cm. will mov. qu^ddy through 
-ol. ?lay..and di.cu«.ion., oth.r. will/go on for hour, i- 

' i^^ <-^«n«• ta -jt'lix. mo.t optional 

allcw.d. Som. t.achwr. will choc, to at-x-i. « 

x«=i.«. will =h==..-t= follow . 

.u,,..-- still =th«. will maintain a faat pac °° 
,.r==ints and cn. Th... choic. and ti^n, ..t^^at.. 

stust be based ch: 

1. Each .ituation - th. amount of tia. availabl. for th. 

ccmpl.ticn of th. cours.. 
2 Th. n..d. and ori.ntatlon of th. individual .tud.nt. 

and of th. group a. a whol. (th... oft.n do noz match) . 
3. Th. n..d. «id ori«itation of th. in.tructor and/or 

sponsoring agency. 
Th. t.ach.r must b. ?r.par.d to .hift th. ^^^V"'^^/^* " 
time, a. th. th=.. factors not.d abov. will occa.ionally ch«^g.. 
Thu., ./h. must b. pr.par«d to allow a l...cn to ^^J-;^ '^^; 
completed th. n.xt day/or to b.gin th. n.xt l...on or 
additional .ctiviti.. if th. c^-r.nt l...on -<^-/^-r^^;^J-.^^ 
Rushing a l...cn or having tim. with nothing to do, can l.*d 
frastration for th. 'students (and th. t.ach.r). 

^' Just as th. curriculum's styl. must b. -'^^^^'V^ ' 
rh- inst-"c-o-'s approach, .\dvanced itud.n.s 
grouD, so must t.h. inst--c,o. » -pf 

Lv enioy a detail.d look at c=mpl.-x issu.s, but will ^an. -o 
Tve' rc..:y t>.ough ba.ic ..il. with w.ic.h t... - - ^ ^ 
Stud.nts wit.h prior exposur. ^.o. 
in the'work world may n..d a fas-, pac. St-d.n 

academic-r.'ly -ori-.nt.dv .bstr.ct_th.nx.« 

^ook at abstract conc.pts, but will want to mov. mor. ^ 
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slowly' through basic, concrete skill areas. The determination 
ol what is abstract axi^d what is ^concrete will vary somewhat, 
but*Units^l, 2, 4, 'and 7 are generally experienced by st'j:dencs^ 
as more abstract than "Units 3, 5, 6, 8, 9, 'and iO. The way 
each of these are presented can affect how the srudeTcits view 
tjlieii. Maintaining a propjir pace is difficult, especially 

'.with he^erogene^\!rs groupihg, but it is essential to the orograir/s 
success. Students give frequent cues a3 to 'their feelings about 
the pace, and th^ instructor must be prepared to adapt the pace 

as ne^.ded. ~ ^ - ^ 1— 

^When a* fes'son runs short and beginning the next lesson dcis 

•no^ seem api^ropriate,' t^hefe are many constructive alternatives. 
,Thesp includi^:^ ^ . - 

1. Asking 'stiiatents'- for feedback about' the course. 

2. ' Asking students. /to give, each otiier *f eedback regarding 

their behavior as /eiftptdyees- (with the instructor parti- 
cipating Xs veil) ' .. 

3. : Summariain/rthe coa^s'e .to date, to put .the more abstract 

* . ' concepts already covered int^a no.re concrete perspective 

4. Summarizing the, course to date arid reviewing the topics 
still, to be discuksed. " 

5. Reviewing. the material covered, question and answer style 
to check* jon learning and retentiTon, or allowing students 

• to ask questions regarding, tpp.lcs. J^rhich are still unclear 

6. Adding a .supplementary* exercise , such as a role play, tb 
r'eview m;sterial covered. 

7. Allow students a reading break, proyide career or work 
world reading materials (brochures, booklets, reference 
books, etc. ) . 

3. Provide a cuiet'^^¥:^e as a break from the teaching process 

The other major adaptation needed besides timing or pace 
is style. Most youth who participated in the field tests 
found lecturing the least interesting style and role play« ©r 
media most interesting. Lessons which emphasize information 
giving often contain a great deal of lecturing. If this is 
difficult for thle students, illustrative role plays can be 
inserted, or the format could be changed to a discussion/questio 
and answer format • 

IQ 



The style of presentation can also be targeted to meet the . 
needs and" interest's -of each particular group. Role plays can 
be geared to concrete, simple, real-life situations for non- . 
ana-lytically flriente.d youth, or to present more abstract con- 
cepts for students with those abilities and interests. The 
same media 'piece can be introduced in different ways to target 
each specific group's orientation. - Some groups won't like role 
plavs.; others won't like written work; while still others 
'„in_requ;est more written e^arcises^. ^gbviously„,_i4 is^ impossible 
to'p'i^e'^ail melnbers of a group all the time; and even 
i-f it were possible,- it would be counter-productive, as one objective 
of the course is to assist students in. successfully coping with 
frustrating situations. The point hers is to. keep a limit on 
the 'fl-ustration and to anticipate vhich lessors are' likely to be ^ 
niost difficult or least interesting to the students,. so 
adjustments can be made. 

T-^o Of the most difficult' types of students to work with in 
this tyoe of program are'younget students for whom the world of 
work is more distant (fantasy more than reality), and limited 
or non-readers. A homogeneous group of non-readers does not 
oresent a significant problem. Most handouts including Unit 
Review Questions/ can be read tc stimulate discussion. Limited 
readers are generally willing to struggl'e through some written 
materials if- the pace is slow. Completing applications and read- 
ing want ads are "the only critical written materials, and these 
should be ^ddres'sed^ whenever possible. 

Handouts are designed to vary the lecture and discussion 
-ormat, and to provide students with a sense of accomplishment 
and closure. With non-readers, theae objectives can be accom- 
'olished by designing active exercises r.elated to the topic areas, 
such as role plays, dontests, charaders, or other games. Trans- 
forming handouts into a teacher-led activity puts an added 
strain on the instructor-, as the teaching break offered while 
students complete the written work is eliminated (for the instructor 
and students alike). The teacher's active role is increased 
and this added pressure should be taken into account. _ 

A heterogeneous grouping by reading levels presents a greater 
problem. This can be handled in several ways. Low readers can 
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b. giver. handout, in advanc; this is .s?.cia..y effec.ve 
if .rud.nt, ar. in a remedial reading class and che h^.dou.s 
*r. 'irst received in that diss. This occasionally g;.vS^.-he 
low readers edge over the better readers, which is a nxce^ 
change. Another solution is to have a youth with good read-..g 
skills and pati«ics pair up with a youth with limited read^.-^g ^ 
abilities to helplTi-th the-w?£ttin work. This pairing musr be 
nonitored for frostration by either partner. Finally, just as 
with a hcmoceneous group , written, worlc can be reduced. 

A vcuhger -class presents problems whether or not they are 
A ycw^ . factor than maturity, 

homogeneously grouped. Age is l«ss o. a . ...v^-test 
oar-I=ularly as relates to t.he world cf work. (One . f.eld-tes. 
Inscrucor used the ter:a "care.r maturity".. to express this.) 
tudents must- he motivated to participate in ^^^^ ^^^^ 
3 course is to have much impact. If this -is not the case 

to -h. world of -orlt, mor. thi. »s a jraparwicn -O T..OS 

.xplored in ,r..t.r d.pth. S.«i.5 lofty .=o.«at.on -or a 
l.J«r. ,roup. «y l..d to disrup^on. ^-^"^ 

learning. « " 

A s.-.«o,.n.ou. 5r=upin, may work out vail if th. »or. 
...tr. studlnta ..t ,ood rol. «d.la. «>d --^« « 
.rol -.h. disruptions of th. 1... ..tur. youtn. ^'J^^'^f 
world Of l»a--ur. youth Cr. <.».lifi«! ---V ' 
.uat ounoh th* bo« out", "I Hav. thra. y.^. 
:.ch«..i=-, a non-r.ad.r .who plan, to b. a la«y.r, ..c^ =« 
: ; ai-no^in, to youth, who ar. ..riou.ly int.r..t. ^ 
,o„i,. T1. fa.t.r oae. ..t by natur. youth who ar. r.ady to 
ar.pt' t.rba io -,iv.n. of th. wor. world (b,,in at ^n^u. 

. follow dir.Lon.. ob.y th. rul... ^d '--"'^ 
abou; it (.e.. r..l.., th. difficulty ot fi.-.d.n, a :ob hat 
...listic wa,. i.. can =au.. frustration .n JTOun,'-,; 

,.,.ri.nc.d, 

' should not be enrolled in such a mixed grouping. 



20 

29 



other categories ot students for whom adjustments must be made 
include; advanced or experienced students, "wise guys" .(or 
"know-it-alls"), in-facility youth with a long sentence, and 
community youth. Advanced or experienced students may need 
more challenge than some of the lessons offer. For these 
students, theoretical preserttations , background information, and 
optional written work can'^be expanded to enrich the course. 

"Know-it-alls" will need a different sort of challenge; 
something to knock the chip of f. their shoulder. A pro-test ^or 
sample, "real" application corrected in red to show their mistakes 
may help. Another possibility is to bring in a "real" employer 
to give students an application and a personal interview aiid then 
to give. the students honest feedback. Emphasize to the employer 
the youth's need for a dose of reality, to be fair, but straight. 
(^Jormally outside employers who come in should be asked to be 
somewhat supportive and constructive with their feedback) . 

Youths who will be in a facility for. a long .time may not be 
interested in the world of work, as this may seem far away. The 
curriculum materials can be introduced via vocational shops , 
English or Social Students classes, or as part of an on-grounds 

work, program.. .These, -students can- move- more slowly through 

curriculum. It can be modulaurized and sections taught as; . 
L) an orientation to the facility (values, human relations, rules 
and expectations); 2) choosing a vocational shop or school goals 
(career awareness); and 3) preparing for releaseCjob finding 
cuid keeping skills) . 

Community based youth often feel the world of work breathing 
down their necks and may not be willing to sit through weeks of 
instruction before applying for a job. They may best benefit 
from a shortened course focusing on the "nuts and bolts" 
sections about job seeking and kieeping skills. They should be 
encouraged to enroll in a career awareness course when they are 
ready to think about their long-tena future. They should 
also be encouraged to attend a follow-up group (see Unit 10) 
which can function as a support group while they seek employ- 
ment, and a problem-solving group as they encounter difficulties 
at work. Human relations skills and other "theoretical" issues 
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dould be addressed in this grcJup^ 

This cour,se can be integrated into a student's academic 
as well as vbcational program^, especially for community-based 
students. Completion of the program can be a pre-requisite 
for job placement assistance. Enrolling in a hijh school or 
GED program may be established as a, pre -requi site to this course 
for youth lacking a high school diploma. This cpurse can be 
designed to lead into a job finders club where youth take the 
major responsibility to help themselves and their peers success- 
fully obtain employment. 

For students with reading or math problems, sections of the 
.course can be shared with reading or math teachers to give- them - 
a "real-life" context from which to teach the required academic 
skill. These teachers can also assist with explaining work world 
facts, rules, and customs while teaching the academic skill 
(e.g., math skills: paycheck, overtime, and taxes). Students 
should be consulted before those arrangements are made so 
they don't feol taken advantage of, overloaded, or punished 
by this, attempt to help them. If it is explained in advance and. 
students accept the fact of their limited skill, they usually 
appreciate this remedial assistance. 

The curriculum presents a flexible, highly adaptive program 
and teachers" are encouraged to modify it as needed' for their ■ 
oarticvilar situation. « 



C. TEACHING TECHNIQUES 

1. Role Plays 
- A "Role Play" is a short, "real life" scenario, where 
students act as specific characters in a specific situation. 
Role plays are used to demonstrate and/or practice human 
relation skills. Role playing is used throughout the curriculum 
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to increa*. student particiaaticn and to illustrate th« skills 
being -aught. It also allows students the opportunity^ to prac- 
tice those skills, and to refine then by receiving feedback. 

Situations should be planned before class and, should be 
fairly s pecific. The number of characters and their rol es should 
be clearly defined. Tiae liiaits should be stated in advance as 
should the number of role plays to be done that day. 
(Will all students get a turn, or just one de.monst ration role 
piay?) Role plays tend to raise energy lev«ls, and this should 
be taken into account in deciding when in the lesson to introduce 
them. A young excitable group should do them at the end of 
class; a quiet or older group may use them as a lead-in to 
discussion. The teacher may decide to make participation ia 
role plays optional, but all learners should be encouraged to 
participate on some level. They can play a minor role, (••?•/ 
t.he receptionist in an i.iterviewi.ig role play) , or they can 
sole play from their seat (e.g.> interviewing - ask them to answer 
interviewi.ig questions from their seat; ask them how they would 
greet the receptionist and the interviewer, etc.).- 

S?eci-f ic :rul«s or guidelines should be established for role . 
?layi.ig. physical violence, cursing, or damaging property 
should of cpurse be forbidden. "The teacher should have a . 
director's pi^rogative to -cut" at any point. Role -play i.ng 
students should not be allowed to get out of control. The 
feedback following a role play should also have a structured 
foraat: '* 

The -actors" should always debrief first,, especially if 
the role play was designed for them to demonstrate a new _ 
skill (•g. interviewing)'. They should first state w[iat 
they did well. It is frequently difficult for many 
youths to be specific about this. 

b. The observers (including the teachei:) should t.hen add 
their oositive coimnents. 

c. Then the actor should say what s/he felt were uncomfortable 
or weak points', mistakes,, or areas needing improvement. 

d. The observers should. then add their observations regard- 
ing areas needing improvement (t.he teacher should be sure 
to help students phrase t.hese as constractively as possible. 
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Finally, the actor should be given an opportunity to 
summarize by saying what she/he would do differently 
the next time; '^-i-*^ T 



For role plav,s^sed to illustrate or demonstrate "aTcurriculuni 



topic {e,g,, some of the assertive communications role plays) 
the feedback need not be so structured, but in role plays where 
the " actor ia on the spot, the above feedback structure 
is very helpful. In addition to enhancing clarity and understand- 
ing of feedback, it provides a feeling of safety for youth who 
may otherwise be too frightened to participate. 

2* Brainstorming 

Brainstorming is a technique whereby a group of peoole (in 
this case, students) genera-te as many answers to a question 
as possible. This list is recorded and then examined, critiqued, 
and edited, to achieve the most complete and accurate answer 

to the question • Brainstorming is used extensive ly_jLn_the 

curriculum as it is a way to .hay„e students- participate in the 
lesson in. a spontaneous, fairly unstructured manner. It is 
a more '•high energy" form of question and answer discussions, 
and gives students a feeling of owner^ip in the material being 
discussed (it represents their ideas). 

The goal of the brainstorm should be clearly stated and be 
understood by the students, i.e. whether it is a definition, 
list of examples, solutions to a. problem, etc. that is being 
brains toirmed. As students respond, all au:iswers should be listed 
on a flip chart or blackboard. They may be listed randomly 
on the board, in columns, or in categy^ies. This choice is 
based on how they will be used in the discussion which follows. 
Responses should be recorded quickly to keep the pace of the brain- 
storming fast. 

When all responses have been recorded, then it is time to 
examine, critique, and edit the list. Synonyms should be 
identified as such> and all but one crossed out. Incorrect 
responses (or unrealistic or impractical solutions to problems) 
should be identified, the reasons for this determination 
explained, and these too should be crossed off. This critiquing 
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is held off until the end* to maximize student participation. 
If students see that all their responses are accepted (at least 
initially), they will be more willing to contribute. For this 
reason, editing should be anonymous, i.e., saying: '^t he sug- 
gestion^o puncfi 6ut~The boss is not a good one , because. .. " 
is an anonymous critique; saying; "John's suggestion to 'punch 
out the boss*..." is likely to reduce John's participation in later 
brainstorming exercises. 

If the brainstorming is done vith a passive class, writing 
the responses randomly on the pfiige and encouraging "way out" 
responses, may help loosen up the class and increase participation,. 
A more verbal class may be asked to limit the range of responses. 
In some situations, it may be more instructive to edit and critique 
as the brainstorming proceeds » For instance. When a definition 
is being developed, it may be more helpful to comment on responses 
in a way to gu^de students to the correct definition. This 
must be determined individually, but some brainstorming exer- 
cises should be allowed to run the^ gamut of responses. Along 
with "loosening up" the class, this can "limber up"- their thinking 
and/or fantasizing processes. These processes are often limited 
in youth who are not performing well academically. 

If one or more students have good writing skills they may be 
used as recorders to emphasize student participation. If as the 
brainstorming progresses, it is obvious that the students are 
not heading where the teacher intended, the process should be 
interrupted, and the goal more clearly defined. Often times, . . 
the curriculum calls for the brainstormed information to be 
further discussed at a later time. This is the primary advantage 
of using a flip chart and markers. If a teacher is teaching 
this material to several different class.es each day, a list ^ 
brainstormed in one class may be used in other classes to save 
time and paper. When this is done, the task of brainstorming 
each "master list" should be given to different classes so they** 
all gain some of the benefits of brainstorming. 
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Brainstorming can be overused. Students will feel resentful 
about this process if it seemff to them that it is being used to 
save th^^'teacher from having to think and prepare lessons. 
The amount of brainstorming, as with all teaching techniques, 
must be paced to best meet the needs of each individual class. 

3. Questions and Answer Discussions 

This is used in the curriculum to reduce lecturing and to 
provide a way for students to leayn from the experiences of 
other students. "Question andemswer discussions" consist of 
questions designed: to provoke responses frojii .students which 
will provide the information needed to -"teach" the lesson's 
topic; or to cause students to think and visualize a situation 
or problem is a new and different way to promote learning. 
For example, in Unit"?, Decision Making, students are asked to 
define a problem from the following statement: "You don't like 
your boss.'"^ Tfiey^genefalTy respond! ""He''T a~ jerk" , or "I 
don't like him". They are asked, again: "So what's the problem" 
in the hope that they will see that the impact of their not liking 
the boss, i.e., "I will quit or ge^ fired", is the heart of the 
problem. 

The^ responses to the question are used to generate a dis- 
cussion with maximum student participation and 'input . , The discussion 
can be directed and structured' by the teacher, oij can be some- 
what free form and meandering. The latter style iaf ten results 
in a high degree of interest and retention, and is most appropriate 
for discussions concerning values ^ beliefs or opinions. These 
discussions must be monitored by the teacher, as they can also 
become a waste of time and a distraction. If this is the case, 
the teacher should attempt to redirect or "steer" the discussion, 
gather than terminating it abruptly. Structured discussions 
have the obvious advantages of being sure the appropriate material 
is covered in a timely and orderly manner, but they can inhibit 
student participation and contributions. 
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"Question and answer discussions" is not what is meant by the 
term "Questions and Answers". Tfiis term appears at the end of 
nearly every lesson and is used to denote an opportunity for 
students to clear up any questions or confusion they have con- 
cerning the material being discussed. Teachers are encouraged 
to periodically ask students whether they have any questions 
and take the time needed to answer them. .Questions which are 
irrelevant to the curriculum or those which will be addressed 
by later lessons should be identified as such, but should also 
.be answered briefly. 
4. Unit "Review Questions " 

This title was deliberately chosen to reduce students' fear 
and suspicion of tests. They can be used>nd scored as tests 
if that is required by the sponsoring institution. In any 
casev they serve_three_Qther::purposes : 1) to give the teacher 
feedback regarding how well the unit's material has been learned; 
'and 2) to help the students measure how well they have learned 
the material; and 3)- to provide a structure around which. to review, 
as needed, the inforjnation presente^in the unit. 

Seme units have very short review question exercises, while, 
others are quite long. ' Each should be examined in advance to 
insure that a sufficient time is allotted for completion in the 
final lesson of each unit. If they are not going, to be graded, 
this should be clearly explained to the students , as should^ the 
pxir'pose for which they\are going to be used. 
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5. Handouts (Student Work Sheets) 

These are included in itiany lessons as written exercises for 
students to complete. Some handbuts provide a means for students 
to -nr.gani2e^facts-about.jthemsiaLly e3 and to app ly this information 
to the world of work (see Units 2 and\3) . Seine "serve to stiimr= 
late discussion, while others serve as\ syjmnary or review. 
Ma^iy are "exercises designed to illustrat^^a lecture or discussion 
topic and to help students more fully understand the information 
by working with it. 
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Some students respond well to written work and request addi- 
tional assignments. For these students, the written work 
serves as a concrete statement of yhat they have done or learned 
in class. Other students find written work frustrating, and by 
not taking the exercises seriously, render them meamingltess^ 
Handouts should be used at the .teacher 's discretion. Much of 
the handout material can also be taught through lecture or 
discussion. . ' 

Encourage students to save the handouts. " Some are referred 
to in later units, and others will be useful as reminders- after 
the student completes the cou^rse. A small looseleaf notebook 
works well, but is expensive. A simple file folder can bi used 
to collect and organize handouts. 

6. Homework 

Whether or not homework is assigned depends upon the particular 
classroom situation. The major advantages of homework are that: 
it allows the class to move at a faster pace by helping students 
prepare for the class in advamce and/or review the material after 
class; and it helps students who miss a class to make up material 
taught in that class. The disadvantages are: . generally students 
don't like to do homework, and it makes more work for the teacher. 

The handouts found in the curriculum may be used as homework 
as.signments. Career research also lends itself well to homework 
as do field research a^^signments (visiting job search resource 
aaencies - see Unit 3, visiting labor union offices., talking to 
employers and employees, etc.). Optional assignments can be 
offered as enrichment experiences for interested youth. 

7. Icebreakers 

Icebreakers are exercises to help a group get started in a 
relaxed, infornial manner. They are structured participation 
exercises in which ever-yone_P-articigates_equa]^^ so all group 
members feel included in the group process. They are-most 
effective when the class is arranged in a circle, or semi-circle. 
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They are most useful in situations where students do not know 
each other or the teacher. They are not .found in the curriculum 
after the first lesson, as this curriculum was designed primarily 
for DFY facilities; however, they can be easily .included. Ice- 
breakers at the start of a lesson help set the informal, partici- 
patory tone upon which the curriculum is based. They are also 
useful to break up a long lesson for those institutions which 
will schedule this course for twp- or three-hour classes. Ice- 
breakers also help set the stage for better brainstorming and 

role-playing exercises. « 

• * . ' 

Some examples of icebreakers are listed belbw; This is 
by 'no means an exhaustive list. Icebreakers should be designed ^ 
tp meet. the passive/active, abstract/concrete, and familiarity/ 
distance needs of the group. Where possible, they should be 
keyed to the topic being discussed; e.g., "have everyone state 
one job they have done" can be used with the lesson concerning 
prior job expari^nce. ^ . « . 

The following ii a sample exercise; 

- Have all students answer the following questions . (if stu- 
dents 4on't know each other, they should say their name 
'"and then answer the question) : My favorite sport (tele- 
vision show, actor, color, time of day, etc.), is_ • 



This exercise provides a simple question which all participants 
can easily and equally ^mswer. Questions should not be difficult, 
complicated, or too personal, but. the answers can be somewhat 
involved, as the following questions show: 

- If you had one million dollars, what would you do? 

- If you only had three days to live, what would you do? 

- If you ha^i^ne million dollars and only three days to 

live", .J?f!iat would you dp? 

y * . # 

- If you were going to .be dropped on a deserted, tropical 
island and could^only bring one thing with you, what 
would you bring? 

Other icebreadcer questions include: 
~~ — =^What.j*as the first job you had? 
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- If how you fait wa« the waather today, what would 
the weather report be (sunny, gloomy, gray, raining, 
stdraing , etc . ) ? 

- The worst thing that happened yesterday was — . • 

- A f amoxw person who 1 would like to be is j _ — • 

- A famous person I would nc* like to be is • 

- My favorite song is ♦ 

- If I could go backwards in time, I'd go to __• 

- A tough decision I had to make was • 

.- A good decision I majle was > 

- The 'person to whom i have the hardest time talking is 

- The person with whom; I most like to talk ia • 

-An, adult who knows I'm a good worker _is ^• 

Icebreakers can also.be done in pairs, to help students get 
to know, each other a, little better. These generally . start with 
a direction such as: "Turn to the student on your left (right) 
or "Pick a partner", and: "Tell him/her about: 

- jm activity that you most like to do. . 

- a'funny (sad) thing that happened tc you. 

« 

- what makes you happy (angry) . 

- the first boss you ever had (include odd jobs or 
volunteer work) . 

Then reverse roles." {The listener becomes the speaker.) , 
Zany brainstorms can serve as icebreakers. They should Jafe- 
" held to lass than five -minutes. For exanple, brainstorm: 

- all the uses of a pencil, 

- how to^ improve a bicycle, 

- how to let someone know you care about them (long-distance) , 

- new tools for a wood shop, 

• - transportation methods of the future. 

8. Lecture 

The curriculum presents a great deal of information which can 
be taught by lecturing. ' 
elEfective when lecturing 



In general, this curriculum is most 
can be minimized and replaced with dis- 



cussion, role plays or o^her 5cichniques which more actively 
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avolve the* students . If you opt for concentrated lecturing , 
. the more dyriamic end entertaining you are as an instructor, the 
•mor-) effective the teaching will be. 

?• Media 

Media ie used extensively throughout the curriculum. Media 
pr€i«ntation« provide a chang* o£ paca f or tha class and a rest 
^ , for tha taachar. Thay ara uaaful in demonstrating tha "raal life" 
.V application pf .tha subject being taught r and can serve as an 

introduction to, or suannary of, tha topic. An entire section of 
this curriculum Introduction is devoted to media. It fqllovs 
the completion of this '•Teaching Tips'* section. 

• . \ 

D. THE CURRICUYiUM AND CLASSROOM MANAGEMENT 

This section is not going to address basic classroom manage- 
ment issues or techniques, but it will show how the curri culum ^ 

J^""^ structured and dilr acted to impact upon the behavior of 

the class. Th^se understandings may assist the teacher in usinci 
the curriculum to control or direct the students* beliavior. 

The first unit offers the option of establishing the class 
along the lines of a job. Students are given a job .title 
(Preparation for Employment Trainees) .and a job description, 
and are asked to sign a contract. This establishes the class 
on a somewhat unique level, and may raise students' interests. 
It also allows the teacher to claim some o£ the prerogatives of 
'^the boss" and giv* students some of the benefits ot being a 
worker (breaks, hands-on experiences). This uniqueness continues 
through the first unit as students are ashed to^help define and 
explain the need for the course and its contents. While they 
are not offered the opportunity to redesign or redefine the 
program, they are given a demonstration of the participatory 
nature of the^ourse. They have influence auid impact as long 
as they, stay within prescribed bounds. 

> « 

In addition to the participatory emphasis is the emphasis 
on activity to help proyide experiential learning and a change ♦ 
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from the rigors of didactic instruction* Role playing and • 
occasional activities requiring movement around the room provide 
vehicles for this approach • They can take the edge off boredom 
or frustration* aAd so promote increased attention. They can 
also lead to control problems i particulaurly if! the students are 
young. HcSwever, they can be easily modified/ liu;itc:d, or 
eliminated if necessary. Role^plays can be changed to question 
and answer discussions involving hypothetical situations/ and^ 
the values barometer (moving around the room to- show how you 
feel about a statement) can be changed to stemding up in place 
or raising hands. ! 

The curriculum provides for a variety of teaching styles. 
A varied approach generally produces the maucimum levels of 
student attention and interest/ bi^^instructors should choose 
a range of techniques with which they are comfortable.* 

Paper-and-pencil exercises can act to calm' a •'hyper" group, 
and can provide a focusing experience for students who have lost 
the thrust of the lesson or are confused by abstract .concepts. 
Too much written work can lead to frustration or boredom. Each 
group has its own 6rientation. 

Brainstorming can often enliven a dull discussion and draw 
the entire c^ass into active participation. Students feel an 
ownership of the discussion (those are their lUeas on the board) 
and 'often take a more active role for the remainder of the dis- 
cussion. Overused/ brainstorming can quickly lose its spark. 

Returning to the iocus of the "work world" orientation of 
the course can be helpful. Students' behavior can be pointed 
out as inappropriate for a worker. They could be told that 
af supervisor could fire someone for behaving as they arej. 
(Their response that this is not reaj-ly a job • they ar^ not 
getting paid - .can be deflected by stating that this is a class 
to help themJLearn how to behave at work. If they cannot behave 
appropriately^ here/ they probaQDly will not 4o well on a job) . If 
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"this cours. is a part of an overall emrloy:aant/vocationai pro- 

. .t^.d. nf s .ucc.3.fal.b.havicr coul d b. .stabli.hed as a 
pr-r.quisif to beginning a job or an advanced shop course. 
Student, must prove they can behave appropriately as workers by 
doing so in this class. ^ 
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TO further enhance uhe interest level of the .tudents , , nany 
tricks'* ars available: 

including- a diicus.ion of significant current events or popular 
movies or television sfiov. which have .one relevancy to a curriculua 
topic a one way to increase interest, and often, understanding. . 
some example, for Uie suJaject of labor unions are: the air 
traffic controller, .trike, a recent local strike, the movie - 
-Norma Rae" or new. about Solidarity in Poland. A career 
discussion can utilize characters from popular television 
Shows; and new, about the federal or state budget can be 
applied to C3TA and other job a..i,tance resource,;- and ,o on. 
" Bringing in "real prop,": real application, from well-. 
5c.own bu,ine„e,, a reel employer to diecu,, interviewing or 
what a ,uper-/i,or expects from a. worker, ecmeone frcm an 
employment agency to preeent the le„on on that ,ubject, a ^ 
young worker who ha, recently begun worlcincr, etc. Going ou- 
to vi,it the "r«al- world aleo- ,timulate, intereet: a vi,it 
■to the Job service, or a factory, provide, «i opportunity to see 
these le„cn, come to Ufe. Some good 'field trip, could al,o 
include a vi,it'to: a pereonnel office, a- community-ba.ed 
employment a,,i,taflce program, a Job' Corp, Center, or a 
technical echool. 

Planning game, a, part of ,ome le„on, also helps vary the 
aporoach and maintain intereet. 'Role play,', contest,, charace,, 
speeche,,' and a trick te,t are all part cf the curriculum. ^ As 
often as it is aporopriate, another game can be added. A mus^- 
:;;rc.hair," format and a -te«n interdependency role play- forma. 
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are described at the end of this section as examples. An Oii- 
going TV talk show or news shew format can also be used at 
various intervals as a fun way to sumnarise, review, or explain 
e^riculum topics. % • 

Developing a parallel or metaphorical theme to run throuah 
one or more units can help provide continuity and a more 
familiar frame of reference. . The Interviewing Unit has a built- 
in sports theme which helps provide the students with a strupture 
upon which the^ can organize the unit's material. The Unit 
emphasizes the interviewing process and the sports theme picks 
up that process - the need to prepare and practice before you 
can compete; and during the event, the need to build a foundation 
to score the knock-out (or touch-down, etc.). Appropriate "tricks 
can enhance the students' learning, retention, and enjoyment 

(these can make the course more fun for the teacher as well) . 
These exercises, stimulate interest and enhance the flow of 
valuable and relevant information without sacrificing the quality 
of the instruction. • ' 

Musical Chairs Games : 

The basic format involves arranging chairs in a circle, , 
with one less chair than there aze students. One student 

stands in the center while^ the others are seated. Jgb titles 

^^^^ 

are listed, and pairs of students each choc5e the same ti'tle 
(tan students would have five titles to choose from) . The 
student who is standing does not choose a title. (An odd number 
of seated'students would have one "pair** of three students.) The 
standing student calls out a job title and the pair of seated 
students switch places. The standing student tries to get into 
one jf the seats first. The standing student can also call cut 
"^unemployment", in which case all pairs must switch places simul- 
taneously. If the "standing student" gets to a chair, s/he talces 
on the title of the student s/he replaced, and the other student 
is now the "standing student". The major drawback of this game 
is that it can easily get out of ha:nd and someone could get hurt. 
Teachers must be v(§ry sure of their students' control before using 
this game. 
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The above version is called "Unemployment". Other versions 
include: "Tools" pairs select the name of a tool; "Communica- 
tion" pairs select a communication word, (sender, receiver, 
passive, assertive, who, what, when, etc. - see Unit 4); 
"Decisions"^- pairs select decision-making terms (see Unit 7) ; 
"Job Search" (see Unit 3); "Colors"; "Days of the Week"; etc. 

Team Interdependency Role Flays : 

Have students pretend to perform ^ task which requires a 
joint effort. The task could be as simple as lifting a heavy 
box, or as complicated as functioning as the maintenamce team 
of a racing car. 

The exercises should be planned in advance, and the goal is 
to assist students in the understanding ^.f how each member of a 
team is vital to the team's existence and success. 

These exercises can be used in the Human Relations, Introduc- 
tion and* Communication Units. * 

Examples of topics for some role plays are: 

1. To have the students become the inner workings of 
a well-txined clock or car. 

2. Divide the students into groups. Give each group a. 
jig-saw puzzle. Have the students be responsible for 
the completion of the puzzle with each student having 
different parts. This should be done without the use 
of any discussion. 

3. Have the students become the parts of a weather storm 
or speech. For example, assign the students a part 
of speech: noun, adjective, adverb, etc. Give them 

a completed message on an index card with each part of 
speech identified. Have the student in their assigned^ 
groups stand and act out their parts. 'Some parts are 
"spoken, as the noun, others shbuld be acted out, as the 
verb. 
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This section has offered some tips and suggested ^ses of ^ 

the curriculum, there are many others. The keys to the success** 
ful use of this doctanent are the understanding of its scope, the 
knowledge of the needs of the students and how they best learn; 
and keeping the information in the curricul\m current • 
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O^/ZSVIZW - AUDIO - VISUAL MEDI.\ 



Tht^New York State Division for Youth, after extensive research 
in the development of this curriculun, inciuded audio-visual 
media as a major component. The purpose of the media is to: 

1. Capjsulize information so as to pron\ot3 student learning, 
classroom discussion, <rand the development of the. youth's 
cognitive skills; . . 

2, Vary the tone and pace of classroom instruction in a 
convenient and easy manner • 

The media selections were baised on the media's ability to: 

1. Relate to a variety of youth (different: sex, education, 
ages, and backgrounds)., 

2. Provide a wide range of usage (i.e.. to promote dis- 
cussions, to facilitate class sxiznmaries, and/or to pro- 
vide new information) . 

Most media materials are accompanied by a Teacher's Guide which 
of fers ^directions and emphasizes points for classroom. discussion. 
Some of the media also have student workbooJcc which provide rein- 
forcement and practical application of the concepts discussed. 

The extensive research and identification of the media was targeted 
for youngsters served by the Division (see Foreward for descriptive 
characteristics) . It was fo'ond after field testing the materials 
with these youth that some of the media end their accompanying 
materials were not appropricLte for certain groups of youngsters. 
This fact and other evaluative comments are noted, in the media 
outlines which follows. 

The media outline for each piece of mliterial is located in the 
Unit/Lesson Overview following the introductory statement. The 
format 'for the review of each media piece is: 

A. Introduction: 

1« The cost of the media package* 

2. The nature of the media • audio, video, films trip., etc. 

3. The running time (length) of the media. 

4. The purpose of the media - the tonic it's designed to 
address. 

B. Synopsis and format of the media. 

C. Evaluation of the media - its strengths, weaknesses, and/or 
reccnimendations regarding its use. 

D. The contents of the media package 

S, The source for ordering the media (address) .' ' 
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The only exception to this format is "Just Around the Corner" (JAC) , 
a series of eight video tapes; and the "World of Work I and III'* 
(WOW X or III); two sets totaling 35 audio tapes. These media are 
extensively used throughout the curriculum, and 30 are first des-? 
cribed as whole units to reduce repetition. These descriptions 
precede the listing of the individual media reviews. Each separate 
tape of ••Just Around the Corner" and "World of Work" is listed 
under its unit and lesson, but the description is abbreviated - 
the price does not appear; sections C, D, and E are uej.etjd; and 
the synopsis assumes knowledge of the general format "arid" style" of' 
the series. 

To utilize all of the media in the curriculum,, the following equip- 
ment is required: 

1. video tape player and monitor (TV), 

2. audio tape player, , 

3. ^ filmstrip projector/audio tape player. 

Each lesson overview, which precedes the lessen dialogue, lists 
the required media and equipment for that day's lesson. 

One or two pieces of the media are used a section at a time. To 
assist the orderly flow of classroom presentation, we suggest you: 

1. preview the media before classroom use, 

2. use the counter on the miichine to note the start of 
the section to be shown or heard. Both video and audio 
tape players usually have. counters . To use these counters 
effectively: 

a. zero the mac4^ine at the beginning of the media 
(be sure the media is fully rewound) , 

b. view or listen to the media, 

<?• 

c. 'note on the counter the number at the beginning 
of each section in which you are interested. You 
might wish to write that n\imber cn the lesson over- 
view page where that specific media is cited, 

d. prior to classroom viewing, rewind the media and 
reset the counter to zero, 

e. fast forward to the number you recorded on the 
lesson overview; and ) 

f • show or listen to the designated section. 

The numbers for designated sections which appear in the outline 
are from the counters on our equipment. Please check the number 
on your equipment before classroom use - they may not correspond. 
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The cost of the media pieces is based on a 1981 price list. Each 
price follows the name of the media and includes all materials dis 
cussed in Section D (media package) • The entire cost of all media 
and- equipment: (costs with * are l£i83 prices) 

Software ; - $3,000 - $3,200- 

(media, workbook, and 
teachers guides) 

Hardware (varies greatly) : 
TV 

video tape player 
audio tape player 
films trip projector ^ 
video camera 

Note: The software price range is determined by the 
number of possible student workbooks needed by 
your facility. 

To maximize the effectiveness of the media, students should always 
receive an introduction to the piece. The students' learning is 
generally enhanced if some framework is established to assist them 
in the conceptualization of the materials. Possible suggestions 
to achieve this end include telling the students: 

1. the type of media to be shown, 

2. the reasons for showing it, 

3. an orientation to the subject of the media, 

4. questions for them to answer after the media, 
or think about during its presentation, and 

5. new vocabulaxry words of concepts discussed by 
the media. 

Follow-up discussions should be brief unless students are very 
interested in further discussion. If students' interest is off 
the major points of the lesson, let it go a bit and try to steer 
it back to the lesson. Don't just cut it off - this will tend to 
decrease their ""participation in later, important discussions. 

Finally, media is not always the fastest way to deliver classroom 
information, but it provic^es you and the students with a change 
of pace and a different approach. All media materials should be 
previewed prior to purchase, and before classroom presentation. 

Note: Several lessons in Unit 1 suggest the use of optional media 
materials to further discuss the information presented. No 
specific items are noted as the choice depends upon the 
specific needs and interests of your students. Materials 
can usually be obtained by contacting, a local: 

1. BOCES, 3. technical schools, 

2. community \col lege 4. public library, 
or university. 





$ 


300 


- $ 450 




$ 


720 


- $1,500 




$ 


35 


- $ 55 




$ 


79 


- $ 305 




$ 


300 


- $3,000 
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OVERVIEW OF MEDIA SERIES 

I. --Just Around the Corner- Cost: $1,250 

A. Series of^ight, 15-minute color video tapes.. 

Purpose: To present employment problems 
on and off the job. 

Note: In the Unit/Lesson Outline which follows this Section, 

these video tapes will be referred to by initials (JAC) . 

^* two loup?es'(BV°fSS r''"* ?^ ^^'^ 

two coupxes IB. J. and Larry, Louise and Joe). 

1. Two video tapes are needed to complete each 
Of four .topic areas: 

a. The first tape presents problems- and options. 

b. The second tape presents use of the options. 

2. They teach steps to effecively: 

a. Look for a job, 

b. Find a job, 

c. Keep a job. 

C. Strengths - Promotes very high interest, realistic, compre- 

hensive; the vocabulary and problems are clear 
and simple. 

Weaknesses - The necessity to view two tapes to complete 
each topic. . 

Recommendation - Excellent motivator for all age groups. 

D. Materials - 24 student Videotext Books, Teacher's Guide, 

and eight (8) videotapes. 

E. Order - Cambridge, The Adult Education Company 

888 South Seven1;h Avenue 
New York, NY 10106 
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II. -world Of work Tape Series I- Cost: $249. o\ 

, A. Series of twenty (20), 15-minute audio tapes. ^ 

. ^ Purpose: To orient the new worker to the 
environment of the work world. 

Note: ^the unit/Lesson Outline which follows this Section, 

these audio tapes will .be referred to by initials (WOW I) . 

B. The series is divided into four catcgcries: 

- New on the Job - Lesson Tapes 1-4; Discussion Tapes A-1 

and A-2. 

Dealing with the Supervisor - Lesson Tapes 5-8, Discussion Tape. 

B-1 and B-2. 

- The Rules of the Game - Lesson Tapes 9-11; Discussion Tape C. 

- Moving up and Out - Lesson. Tapes 12^14; Discussion Tape D. ^ 
1. The Lesson Tapes are divided into. four sections: 

- Dramatic dialogue. 

- Discussion by the narrator-. 

- Lesson questions with a pause for answers. 

- Lesson review by the narrator. ■ 



2, 



The^discussion tapes present three problem situation^ per 



\ 



C. Strengths - Problems and information are clear and to the point. 

Weaknesses - Written material for students is very elementary 
question and pause format can be vary boring'. 

Recommendation - Excellent for all age groups. 

D. Materials - 24 Student Record Books/ Teacher -s Manual, and 

20 tapes. / 

'E. Order - Educational Design, Inc. 
\ 47 West 13th Street 

\ New York, NY 10 Oil 
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III. "World of Work Tape Series III" Cost: $199.00 »■ 

A. Series of fifteen . (15) , 15-minute audio tapes. 

. r-j. Purpose: To teach students specific job tasks. 

Note: In the Unit/Lesson Outline, yhich follows this Section, 

these audio tapes will be referred to by initials (WOW III) . 

B. The series is divided into three broad topics: 

- The Company - Lesson Tapes 5-10; Discussion Tape ff. 

- Skills for Work - Lesson Tapes 1, 2, 7, 11, 12; Discussion 

Tape B. 

- Human Relations Skills - Lesson Tapes 3, 4, 6; Discussion Tape C. 

1. The Lesson Tapes are divided into four Sections: 

- Dramatic dialogue. 

- Discussion by the narrator. 

- Lesson questions with a pause for answers. 

- Lesson review by the narrator. 

2. The Discussion Tapes present three problem situations 
per tape. 

< * 

C. strengths - The problems and information are clear and to the 

point. 

Weaknesses - Question and pause format can be boring. 

Recommendation V Excellent for all age groups. ' 

Note: Only three tapes are specifically called for by the 

curriculum (Tapes 4, 8, 9). Many of the unused taoes are high 
quality and relates pertinent information which is 
presented in realistic work situations. 

D. Material - 24 Student Record Books, 15 tapes, 12 transparencies, 

and Teacher's Guide. 

E. Order - Educational Designs, Inc. 

47 VJest 13th Street 
New York, NY 10011 
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IV. Notes: , ' , . 

A, '•Trouble' at: Work**. Cost: $99.50 



-1. Series ol^ four (4) filxastrips with two (2) cassettes. 
The filmstrips includes 

- "Lack ot Ambition" 



- "Failure to Communicate" 

- "Hazing" 
"Absenteeism" 

Note: Due to the diverse nature of each films trip, all 6ther 
information on this Series is found in the appropriate 
area in the Unit/Lesson Outline. 

\2. Order - Guidance Associates 
^ Communicatic/n Park 

Box 300 

White Plains, NY 10602 

a. Regarding the materials ordered from Relevant Products, Inc. as 
of the completion of this curriculum, we were unable to 
contact the dealer by telephone and they did -not respond 
to our written communications to confirm prices and ordering 
procedures. As a result, we are not sure if the materials 
from this company are still available. These include the 
audio tapes and dialogue booklets for: 

1. "Decision Making" 

2. "Your Image" 

3. "Building a Good Self-Concept" 



% 
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' MEDIA 
UNIT/LESSON OUTLINE 



UNIT 1 - INTRODUCTJIQIL 



Lessons 1, 3, and 4 - no media 

Lesson 2 - "Sell Yourself" Cost: Price For Copying* 

and Postage.. 

Note: Used again in Unit 3, 5, 6 - 

A. It is a 22 minute 'color sound video tape. 

PurpQse: To identify and instruct the steps of the Joi^" ' 
Search Process. To show youth what they are up against^ 
and why they need this course. 

B. This lesson uses the first 3 minutes- of the tape. This" 
consists of stillshots with employers' comments on young 
applicant;s and new workers. The comments are mostly < 
negative. 

' C. Recommendation - Excellent for all ages. > 

D.fiE. See Unit 3, Lesson 1 of the "Media, Unit/Lesson Oatline"! 



Lesson 5 - "The Ideal Person" Cost: $129.00 » ' 

A. It is a 15 minute color filmstrip with an audio cassette. 
Purpose: To show the connection between the political 

philosophy and the characteristics of tiie ideal worker 
in different cultures. 

B. The filmstrip is divided into 4 sections (each discusses 

a different culture) with questions following. The cultures 
are: Ancient Greeks Modem Chinese,. (Asian) Indian, and 
American. ^ » 

C. Strength - It is a comprehensive demonstration of how posi- 
tive work attitudes vary with each culture •s political 
philosophy. 

Weakness - It is too long and the pauses to consider ques- 
tions are too short. 

' Recommendation - Use with older students. 

D. Materials - 2 filmstrips (Taeal Person.", "How do They 
Feel"), 4 tape cassettes (2 for filmstrips, 2 situation 
tapes) ^and Teacher's Guide. Additional student workbooks 
available for $2.90, minimum order of 10. 

E. Order - Me and Others Series, Educational Design, Inc., 
47 West 13 Street, New York, New York 10011. 
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UNIT 1 contd. , 

L«sson 5 - "Lack of Ambition" (Trouble at Work Series) 

Note: Uted again in Unit 9, Lesson 2. 

/ ' ' 

A. It is a 5 lainute color filmstrip with an audio cassette, 
-s Purpose: • To show the connection between lifestyle and 

ambitions; 

B. The filmstrip is a "slice of life" situation; two young 
rriends .meet; discuss their very different ambitions, and 
then separate. 

C. StK^ngths - The characters are realistic and students can 
easily, identify with them. 

Reconsaendations - can be used with all age groups. 

50. *E. See the note in the "Overview of the Media Series", 
"Trouble at Wqrk". 



UNIT 2 - TARGETED CHOICE 



Lessons 3/ 5 *- no media 
Lesson 1 - ••Building a Good Self-Concept** Cost: $16.95 

A. It is a 5 minute audio tape with a dialogue booklet. 
Purpose: To demonstrate how values affect peoples* 
self-cpncept. 

■» i 

B. The tape is a narration with question and answers at the 
end. The media offers the characteristics of positive 
and negative * self -concepts_an<LJLjLe^Ani^ue_fc^ 
evaluation ^d change. 

C. Strength - Its presentation is simple and clear. 

Weakness - The dialogue of the student booklet doesn't 
i match the spoken words of the tape. The pauses for 
responding to the questions are too short. 

Recopijendation - Can:* be used with all age groups. 

^ . D.' I^aterials - 1 tape, 15 Student Dialogue Booklets and a 
Teapher*s Guide. 

- » 
E. Order - r.elevant Products, Inc. / PO Box 68, Indian Rocks Beach 
Florida* 33535. 

Note: See the "Overyiew of the Media Series", on Relevant 
Products, Inc. 
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UHIT 2 contd. 



Lesson 1 - "'Your .Image" . Cost: $16.95 

Note: Used again Unit 6, tesson 1 

A. It is a 5 niinute audio tape with a dialogue booklet. 
Purpose: To show the connection between personal images 
and success 

B* The tape is a narrative with questions and amswers at the 
end. The media explains how behavior patterns (images) 
are jud^i^d by others. 

C. Strength - Its presentation. is simple and clear. 

Weakness - The dialogue of the s^tudent booklets do not 
match the spoken words of the tape. 

Racommendatio)! - Caxi be used with all ace groups. 

* D. Materials - 1 tape, 15 Student Dialogue booklets and a 
Teacher's Guide. 

« 

S. Order - Relevant Prod.., Inc., PO Box 68, Indian Rocks Beach, 
* Florida 33535^. ' 
Note: See the "Overview of the Media Series'*, on Relevant 
Products, Inc. 



Lesson 2 - "Joshua In Thft Box" Cost: *$1?5*00 

A. It is a 5 minute / non^v«^rbal, dolor, animated video tape. 
Purpose: To ^hov the need for self-imposed limitations. 

B. An animated figure struggles for freedom from limitations 
and then creates his owti limitations. 

C. Recommexidation - Use for older students due to abstract 
treatment; of the topic. 

D» Material - Video tape. 

E. Order - Stephen Bosustow Productions, 1649 - 11th Street, 
Santa Monica, California 90404. 
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Lesson 4 - "Where did Leonard Harry Go?" - cost: *$95.00 

A. It is a 7 minute narrated color video taoe 

Purpose-: To show the importance of seiSli^ -ii i^ent 

C. strength - Very enjoyable ar.d injonnative. 

■ br?"!Sdu=:I" " -11 groups. Mu.t 

D. Material - video tape. 

Belcmrvi^^Ml.^'""'""' '^"'^ forHunanities, 579 South />ve., 

Lesson 5 - "Popeye Career Comio Sooks" . cost: »5S2.00 

ol fl =o"=MaS:"" -=^3 (5 =ets 

Purpose: A resource for career clusters. 

^' °^ vairious jobs within the 15 career clusters 

(matches career cluster o< nif'+-.-Ar, = ,^. %i « . ^ 

'T''+.i<»»\ ..itu ^-i-Yscer 04. uictionary of Occupational 
T.tles) with question for students to answer. 

C. Strength - Good classroom resource 

" joS■''-"eIch°o--°^.■^7-^^■''^^^' "r^^^ -"^^ familiar 

.joos _,i eacn ox t.ne Is career clusters. 

Reccir>2tendation - For 14 years of ace and younger. 

'°' SrJfi^^L^^^ comics, A Student Involve.-nent Chart, A 
Career Awareness Bingo Game, display rack. 

^' -J<ing Features, Education Division, Deot. 131, 

235 zast 45 Street, New York, New York lOOl?! 
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UNITES - JOB SEARCH 

Lessons 2, 3, 5 - no* media 

Lrtson 1 - "Sell yourself" Cost: Price For Copying 

and Postage. 

A. It is a 22 minute color sound video tape. 

Purpose: To identify and instruct the steps of the Job 
Search Process. 

B. Depicts the problems of a new job searcher and how these 
are solved with the help of a job counselor. 

C. Strength - The media is comprehensive and youth can easily 
identify with the lead character. 

Recommendation - Appropriate for all age groups. 

D. Material*- Video tape. 

E. Order - Neighborhood Center of Uti'ca, 
Inc., 615 Mary Street, Utica, New York 13501. 



Lesson 4 - "JAC" - Video Tape 3 - "Looking for a Job" 

A. It is a 15 minute color video tape. 

Purpose: To show the different resources which can be 
used in the "Job Hunt". 

B. Shows Larry using several resources as he begins a job 
search. 

C. / D. & E. See the "Overview of the Me'dia Series"^ "JAC". 



Lesson 6 - "JAC" - Video Tape 4 - "Employment Agencies 6 Services* 

A. It is a 15 minute color video ^tape. 

Purpose: To outline the services of the State Employment 
Office/Job Service. 

B. Shows Larry discovering and using the services of the 
Employment Off ice/ Job Service. 

C. D. & E. See the "Overview of the Media Series", "JAC". 
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UNIT 4 - COMMUNICATION 

Lesson 1, 4, 6 - no media 
'LeJson 2 - "The Sender" ^ Cost: $230.00 

A. It is a 12 minute color, sound video tape. 

Purpose: To demonstrate how effective talkers/speakers 
send clear messages by avoiding roadblocks and using 
good communication techniques. 

B. Defines and deifionstrates the role of the sender in communi- 
cating effectively and ineffectively. Entertaining song 
and dance, fast-paced.. 

C. strength - Well performed by youth; easily understood Md 
comprehensive. 

Weakness - Some of the voices of the youth are not appro- 
priate for their .singing roles, fast-paced. 

Recommendation - Appropriate for all youth. 

D. Materials - Video tape. 

E. Order - Coronet Films, 65 E^st South V7ater Street, Chicago. 
Illinois 6O6OI; f • ^3 f 



Lesson 3 - "The Message" ^ Cost: $260.00 

A. It is a 12 minute color sound video tape. 

Purpose: To demonstrate why clear messages are important. 

B. Depicts the requirements of a clear message and how road- 
blocks can create 'communication problems. 

C. Strength - Well performed by youth; easily understood and 
comprehensive . 

Weakness - Some of the voices of the youth are not appro- 
priate for their singing roles, fast-paced. 

Recommendation - For all age groups. 

D. Materials - Video tape. 

E. Order - Coronet Films, 65 East South Water Street, Chicago, 
Illinois 60601. 



UNIT 4 contd* 



Lesson 3 - "Case of Insubordination Cost: Price of Copying 

and Postage. 

*A. It is a 20 minute black amd white video tap*e. 

Purpose: To demonstrate what happens^ when the system of 
communication breaks down. 

B. Show the same wo.rk-related situation from 3 different 
viewpoints and highlights communi.cation roadblocks. A 
narrator introduces the film and offers concluding 
explanatory remarks. 

C. Strength - Emphasizes all of the parts of the communication 
process. 

Weakness - Narrator is boring - designed as training film 
for^^ arbitrators 

Recommendation - Appropriate for. all age groups. 

D. Materials - None. ' ' - 

E. Order - For information contact, Ber Oliveri, Department 
of Corrections, 1134 New Scotland Road, Albany, New York 
12208. 



Lesson 5« - WOW I - Audio Tapea: 

#11 - "Stick Up For Your Rights'*, 13 minutes . ' 

#6- - "The Magic Words That Get You Fired", 12 minutes 

#2 - "Getting Help and Information", 16 minutes. 

A. Purpose: To present problems related to work situatiag and 

seek appropriate solutions. 

B. The tapes depict an employee: 

1. Tape 11 - Negotiating for his rights on the job. 

2. Tape 6 -In the process of choosing the right words (to 
keep his job) or the wrong words (to get fired) to talk 
with his supervisor. 

3. Tape 2 In a situation which requires a worker to get 
information and assistance to complete a task. 

C. D. E. - See the "Overview of the Media Series", "WOW I". 



ERIC 



50 



59 



.-UNIT 5 - APPLICATIONS 



LessQns 1^ 3 - no media 

*Lesson 2 - "Sell Yourself" cost: Price For Copying 

and Postage. 

A. It is a 22 minute color sound video tape. 

Purpose: To show the right #nd wrong method of completing 
applications. 

B. Two sections of the video tape are used. 

1. (073-092) highlights the problems experienced when 
attempting to complete an application. 

2. (152-179) depicts a correct and orderly approach to 
completing applications with directions from a job 
counselor. 

C. D. 6 E. - See Unit 3, Lesson 1 of the "Media Unit/Lesson 
Outline 



UNIT 6 - "THE INTERVIEW'^ 



Lessons 2, 3, 6 - no media 
Lesson 1 - "Your Image" 

No'te: See Unit 2, Lesson 1 of "Media, Unit/Lesson Outline*'. 



Lesson 1 - "Personal Grooming and Hygiene" Cost: $330.00* 

A. It is a 11 minute color sound video tape. 

^ Purpose: To demonstrate how good personal hygiene and 
grooming enhance your chatnces of success on the job 
and in your social life* 

B. Five people are shown at work and at home. They are 
successful in the world of work, partly due to their 
personal preparation (good grooming and hygiene) for 
their day on the job. 

C. Strengths - Actors represent diverse group of people 
(different sexes, races) shown in ^.reparing to begin a 
work day. Clear and comprehensive. 

Recommendation - Use with all age groups. 

D. Materials - Teacher's Guide. 

E. Order - National Educational Media, Inc. 21601 Devonshire Str., 
•Chatsworth, California, 91311 
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UNIT 6 contd. 



Lesson 4 - "jaC - video Tape #5 - "The Job Interview" 

A. .It is a 15 minute color video tape. 

Purpose: To demonstrate the reasons why you should be 
yourself in an interview. 

B. Shows Larry practicing several different interview style 
vJith the help of his wife, he decides to be himself and 
sell his strengths and abilities in the interview. 

' -IL^^Jl^See "gvervie.w„of„the„Media._S 



Lesson 5 - "Se^l Yourself" 



A, C-E - See Unit 3,. Lesson 1 of the "Media Unit/Lesson 
Overview". 

B. Use sections of the video tape on the inter aew Process. 

1. (093-147) shows Bob presenting himself poorly during 
an interview. 

2. (190-215) shows Bob discussing the Interview Process 
with a job counselor. 

3. (215-240) shows Bob presenting himself well during an 
interview and getting the job. 
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UNIT 7 - "DECISION MAKING" 

Lesson 1, 2 - no media - 
Lesson 3 -"1116 Divided Man: Commitment or Conipromise" Cost: ^.JlSO.OO 

A. It is 5 minute, animated, non-narrated, color video 
tape. 

Purpose: To stimulate discussiori on indecisiveness. 

B. A solitary figure encounters a problem which he handles 
by vacillating. 

C. Weakness - ^.t's slow paced. 

Recommendation - Because of its aibstract aporpach,^ use 
with older students^. - 

D. Materials - Teacher's Manual. 

^ E. Order - Bosustow Productions, P.O. Box 2127, Santo Monica, 
California 90406. 



Lesson 3 - ."Decision Making" Cost: $16.95 

A. It is a 5 minute audio tape with dialogue booklet. 
Purpose: To review a 5 step decision making process. 

B. The tape and booklet cover each step of this discussion 
making process in detail. 

C. Strength - It has a clear and detailed presentation. 

Weakness - Dialogue booklet does not have the same dia- 
logue as audio tape. 

Recommendation - Appropriate for all age groups. 

D. Materials - 1 audio tape, 1 Teacher's Manual, 15 student 
dialogue booklets. 

E. Order -' Relevant Prod. Inc., PO Box 68, Indian .Rocks i^each, 
Florida 33535. 

Note: See the "Overview of the Media Series", on Relevant 
Projducts , Inc. 



ERIC 



53 82 



UNIT 7 contd. 



Lesson 4 - "JAC" - Video Tape #6 - "Job Opportunities" 

- A. It is a 15 minute color video tape. 

Purpose: To offer a realistic situation which requires 
examining the factor which goes into job selection. 

B. Shows Larry and his wife in the process of making a 

decision betwieen which of two jobs Larry should accept.. 

C D. E. - See the "Overview -.of Media Series", 'J.WOV/ I". 



Lesson 4 - WOW I - Tape #12 - "Promotions" 

A. It is a 12 .minute audio tape. 

Purpose:. To detail the requirements a con^any considers 
when giving workers promotions. 

B. Workers' discussion of the general requirement needed 
for joD promotions. 

CD. & E. - See -the "Overview of the Media Series", "WOW I" 



Lesson 5 - WOW I - Audio Discussion Tapes: 

Al - Situation 1, "The Extra Work Assignment", 3 minutes 
A2 - Situation 1, "Does the New Man Get the Coffee", 
3 minutes 

A2 - Situation 3, "The Card Game", 3 minutes 

A. Purpose: To offer an opportunity tA^practice decision 

making skills in realistic world of work situations. 

B. The tapes depict a work situation in which a new worker: 

1. Discussion Tape Al, Situation 1 - must decide to complete 
an extra assignment, work overtime and chemge personal 
after work plans. 

2. Discussion Tape A2, Situation 1 - is confronted with the 
problem of excess requests for coffee from an older worker. 

3. Discussion Tape A2, Situation 3 - must make a decision to 
stay or leave a card game which has exceeded the lunch 
nour. 

C. D. & E. - See the '/Overview of the Media Series", "WOW I".. 
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UNIT 8 - THE NEW WORKER 

Lesson 5 - no media 
■ Le-sson 1 - WOW I - Tape 110 - "Company Rules and Customs" 

A. It is an 11 minute audio tape. 

Purpose: To explain two types of regulatory systems 
used, in the world of work. 

B. Tnis tape discusses the differences between official—^ 

ana.-Jnoffj.cial policies f oun^ on-mostrjobs . 

C. ./ D. E. - See the "Overview of the Media Series", "WOW-r"T^ 

Lesson 2 - WOW I - Tape #1 - "First Few Days" 

A. It is an 18 minute audio tape. 

Purpose: To explain the orientation process on a new job 
ana to offer some solutions about how to adjust to the 
situation; 

3. This tape discusses the orientation process and the gradual 
introduction to, a new position. 

C./ D. & E. - See the ••Overview of the Media Series^', "WOW I". 



Lesson 3 - "Hazing" (Trouble at Work) 

A. It is an 8 minute color filnstrip with an audio cassette. 
Purpose: To explain the new worker's, initiation by older 

experienced workers. 

B. The filmstrip depicts a new worker (Nick) and the process 
Nick must successfully complete to earn job responsibilities 
and respect from co-workers. 

C. Strength - The topic "hazing" is well defined within the 
framework of a real on-the-job situation. 

Recommendation - Use with all age groups, 

D. &E. - See the note in the "Overview of the Media Series"* 

"Trouble at Work". 
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UNIT 8 contd. 

Lesson 3 - WOW I - Audio Tapes: 

#3 - "My Man, My Creep", 16 minutes 
t4 - "Too Much Talk", 14 minutes 

A. Purpose: To present problems encountered in' the work 

world and to offer some solutions to these problems. 

B. The tapes depict problems a* new worker will encounter 
with co-workers: 

1. Tape 3 - a new worker encounters two cc-workers, one who 
can be trusted (offers good advice),,, and^the other who 
cannot be trusted (offers bad advice) . 

2. '^ape 4 - _a new .worker encounters^a.^constant -talker who 

if not restricted, will stop the new worker from completing 
ner uasKs • 

C. D. & E. - See the "Overview of the Media Series", "W0W~I"/ 



Lesson 4 - WOW I Audio Tape #9 - "Money, Money, Money". 

A. This is a 12 minute audio tape. 

Purpose: To outline deductions which affect the* size of 
your paycheck. 

B. The>^ape discusses how to read a paycheck stub and changes 
whicftvijay occur as a result of deductions and overtime. 

C. D. & E. - See the "Overview of the Media Series", "WOW 

r 

Lesson 6 - WOW III - Audio Tape #9 - "Union and Employee Assoc." 

A. This is a 10 minute audio tape. 

Purpose: To outline the reasons for and differences be- 
tween unions and employee associations. 

B. The tape is a conversation between an older worker explaining 
the need for and the differences between a union and an 
employee association to a new worker. 

C. D. & E. - See the "Overview of the Media Series", "WOW I". 



56. 

65 



UNIT 8 contd. 



Lesson 7 - "JAC" - video Tape #7 - "Equal Employment Opportunity". 

A. This is a 15 minute color video tape. 
Purpose: To demonstrate: 

1. how discrimination can affect promotions; 

2. how employment laws (EEO) are used, combat discrimina- 
tion m hiring. 

{ B. The tape discusses two incidents which relate to .equal 
opportunity practices; one an informal correction of a 
discriminatory promotion, the other the formal process 
involveg in hiring pxAct ices. 



C, D. .& E. - See the "Overview of the Media Series", "JAC". 

Lesson 3 - WOW III - Audio Tape »8 - "You are the CompanyJ'^ 

A. This is a 10 minute audio tape. 

Purpose: To demonstrate the company's legal responsibili- 
ties for and to their employees. 

B. The tape discusses in what areas the company is legally 
responsible for their employees and must be accountable 
for tne employee's mistakes. How the employee represents 
the company, 

C. , D. & E. - See the "Overview of the Media Series", "WOW III' 



UNIT 9 - HUMAN RELATIONS ON THE JOB 

Lessons 5, 7 - no media 
Lesson 1 - "JAC" - Video Tape #8 - "Job Discrimination" 

A. This is a 15 minute video tape. 

Purpose: To offer constructive information to help workers 
react to job discrimination. 

B. The tape preseaits several constructive ways to address on- 
the-job discrimination. 

C. / D* i E. - See the "Overview of the Media Series", "JAC", 



Lesson 2 - "Lack of Ambition" (Trouble at Work) 

Note: See the "Media Unit/Lesson Outline for Unit 1, Lesson 5< 
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Lesson 3 - "JAC" - Video Tapes: 

II - "Effective Job Behavior", 15 minutes 

#2 - Responsibilities on the Job", 15, minutes 

^* ^''2i?ftiJ°.JnTr''J''! attitudes, strengths and 
• S J- w ' determine success or failure on 

tne 3 Ob . 

B . The 'tapes ■ revolve around Joe ' s : 

1. Tape 1 - Promotion and the reasons he received it. 

27-rapr-2-^-Aa^^^ 

cne least to getting the job done. 

C, D. 4 E.. - See the "Overview \)f the Media Series", "JAC . 

S 

Lesson 3 - "Absenteeism" (Trouble at Work) 

^' IntLil.^ L'^i''''^^ f®^!"" filmstrip with an audio cassette. 
Purpose: To demonstrate how a worker's negative attitude 

B. A meeting between a consistently absent worker (Kay) and 
her supervisor (Michelle), highlights Kay's attitude and 
now tney affect Michelle and the other employees. 

C. Strength - It is a realistic work situation which is con- 
temporary. 

Recommendation - Can be used with all- age groups. 
"•'"Tr^ubJe at\o?J" "Overview of the.Media Series", 

^* - Guidance Associates, Communication Park, Box 300, 

White Plains, New York 10602 . 
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Lesson 3 - WOW I :^udio Discussion Tape B2, Situation 3 - 
' « "Too iMany Days Absent". 

A. This i«'a.3 ninute problem situation. 

Purposf: To demonstrate that absenteeism is a behavior 
pattern* Which is vieWeU negatively by supervisors and 
co-wor)^ers. 

B. In a meeting called by lier supervisor,. Regina (a consis- 
tently absent worker) is patiently confronted with her 
behavior pattern (absenteeism) " and how it affects the 
supervisor and other employees^. Many of RcgiTia's othex 
work attitudes surface. 

• 

C. D. if E. - See the •'Overview of the Media Series", "WOtJ I". 



Lesson, 4 - WOW I - Audio Tapes: 

18 - "Supervisors are Human Too", 10 minutes 

#A1 -.Situatioh 3, "Do it Our Way", 5 minutes 

#B1 - Situation 2, "The Wrong File", 5 minutes 

IB2 - Situation 1, "That's Part of Your Job", 5 mins. 

A. Purpose: The tapes were selected to identify the role of 

a supervisor and 3 different problems which can arise 
between^a supervisor and workers. 

B. The tapes depict: 

1. The role of the supervisor on the job. 

2. Three human relations problems supervisors may encounter 
with a worker: 

a. "Do it Our V7ay - A worker ruins a job due to lack of 
iiiformation, auid is confronted by his supervisor. 

b. "The Wrong File" - a worker fears dismissal after several 
errors . 

c. "That's Part of Your Job" - a worker discusses a job 
which she does not wish to do, but is part qf her j.ob 
description. 

C. D. and E. - See the "Overview of the Media Series", "WOW I". 
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UNIT 9 contd, 

t 
I 

Lesson 6 - WOW III - Audio Tape #4 - "Handling a Trouble 
Situatipn with a Customer" 0 

A. This is a 10 minute audio tape. 

Purpose: To show how workers must use good human 

relation skills to assist customers In obtaining what 
they want from the company , particularly upset or 
tempermental customers. 

B. The tape discusses two methdds of handling an upset 
customer; one effective, the other ineffective. 

D. E. - See the "Overview of the >Iedia Series", "WOW I" 



Lesson 6 - "Failure to. Communicate" (Trouble at Work) 

A. This is a 5 minute color filmstrip with an audio cassette. 
Purpose: To demonstrate the problems/^ikich arise when 
worker? do not effectively coromunicikt*^ 

fi. Ir a meeting with an employee (Miriam), a supervisor (Jim) 
discusses the consequence of not clarifying \anclear 
messages, (in this case, a dissatisfied customer who was 
given erroneous information.) 

C. Strength - Material is clear and well presented. 
Recommendation - Use with all age groups. 

D. &S. - See the note in the "Overview of the Media Series", 
"Trouble at Work". 
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UNIT 9 contd. 



Lesson 8 - WOW I - Audio Discussion Tapes: 

1. D, Situation B - "Asking for a Promotion", 5 mins. 

2. D, Situation A - " Boss, I Found a New Job", 5 mins. 

3. D, Situation C - "Do you Think 1 Should Quit", 5 mins. 

A. Purpose: These tapes discuss different type of job changes 

which occur in the world of work. The tapes list key 
points to consider and procedures for each. 

B. The tapes depict a worker: 

1. "Asking for a Promotion" iitequesting a promotion before 
completion of the requiremwits for the promotion. 

2. "Boss, I Found a New Job" - giving a shbrt notice to his 
supervisor prior to resigning and the problems which 
result for the company. 

3. "Do you Think I Should Quit" - considering with a friend 
- the reason foj^ %iuitting a job. 

C. f D. and E. - See the "Overview of the Media Series", "WOW I". 



UNIT 10 - LOOKING AHEAD 



Lesson 1 - "My Job Campaign" Cost: Free 

A. This is a pocket sized student sxanmary handbook of this 
course. 

Purpose: To remind student of the information covered in 
the Job Search units (Job Search, Interview, Application). 
It also serves as a notebook to record information on 
companies with which you have interviewed. 

B. The handbook contains in summary form all the information 
covered in the job search, a blank. Personal' Data Sheet 
and spaces to record information about the companies who 
have interviewed you. 

C. StrjBngth - Its size is convenient to carry. It's a com- 
prehensive reminder of all the tips to remember when 
seeking a job. 

Recommendation - For all age groups. 

D. Materials - Ntimber of student hauadbooks by request (limited 
quantity available) and a handbook for educators. 

E. Order [- Open Doors, NYC Board of Education, 110 Livingston 
Street, Brooklyn, NY 11201. Requests must be written on 
letterhead. 
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OVERVIEW OF UNIT 1 - "INTRODUCTION** 



Unit Piirpose 

To have students: 



- Become oriented to the curriculiara (content and method- 
ology) 

- Understand and accept (buy in or endorse) their need for: 

- job preparation 

- career awareness 

- Understand various work ethics and how they may affect 
the students' behavior and attitude towards work. 

Unit Lessons 

Lesson 1 - Project Introduction ; To help students understand the 
program goals ^ course content and methodology. 

Lesson 2 - Why Take the Course ; To help students understand their 
need for the courses and the relationship betv/een the 
curriculum's content areas. 

Lesson 3 - Career Orientation (Part 1) ; To assist learners in 

understanding tne large number of available work options 
and how these arc grouped. 

Lesson 4 - Career Orientation (Part 2) ; To help students understand 
the options of work conditions and environments. To 
assist learners in understanding historical changes in 
the world of work/ to help them make future projections 
on employment. 

Lesson 5 - Work Ethics ; To assist students in understanding world 
ot work ethics and the identification of their personal 
codes . 
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UNIT 1 - " INTRODUCTION 
Unit Notes 



This unit is essential to the establishment of the tone of 
this course (informal, participatory, and on-the-job appropriate 
behavior). To assist the instructor in these goals: 

1. The course begins with informal, enjcyiO^le, but informative, 
group exercises. These exercises -contain a sampling of the 
teaching techniques used throughout the curriculum (discus- 
sion, brainstorming, question and answer 2md reading) • 

2. The contract is used to set a world of work tone and behavior 
pattern. 

At the conclusion of this unit, from the observation of vour 
students; behavior, you will be able to better plan future class- 
room activities, which will maximize the students' learning. For 
example, if you find that your students quickly tire of brainstorm- 
ing, you can prepare lists in advance and conduct discussions based 
upon the lists. Reading problems may be adjusted by reading all 
handouts aloud or limiting their use. 

This introductory unit also allov;s the instructor the opoor- 
tunity to assess from the students' responses how much information 
they have about the world of work and careers. This can be help- 
ful in the determination of which later units should be emphasized 
to develop job ready youth. 
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Unit 

Leason ^ 

Lagaon Overvlev 
Titlii: Project introduction 

Purpos.*: Orientation of students to curriculum (content and method- 
ology) 

Equipment: Film strip projector 



Activities 
A. Introductions 
B • Programs** Name 

C. Group Exercise 

D. Introduction of 
Program Goals 

E. Discussion of 
curriculum content , 

F« Discussion of methods 
by which material is 
delivered 

G. Defining Work World 
Jargon 

H. Discussion and sign- 
ing of Student 
Contracts 

I. Questions amd Answers 

J. (Optional) film, 
films trips 

Optional exercise/ 
A problem to solve 



Tine 

5 minutes 

10 minutes 
3 minutes 

10 minutes 

' 5 minutes 

5 minutes 
5 minutes 

2 minutes 
10 minutes 



Resources/Materials 



Handout - Program Goals 
page 1-1-2 



Handout - Student Contracts 
page 1-1-3 



film, filmstrips , projector 
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PROGRAM GOALS 



1. To teach youth basic information about the world of work and 
future work option* available to them; and to give them -the 
information and skills needed to begin making job/career 
choices. 

2. To provide youth with the opportunity for self-exploration 
(to identify their: needs, wants, values, strengths, inter- 
ests, and abilities); and to help them use this information 
in making career/job choices and in job seeking and job keep- 
ing activities. ( 

3. To provide youth with the knoweldge and skills necessary to 
successfully find a job opening and get hired. Youth will 
learn job search: 

a. Information - the sales pitch, papers needed, and labor laws, 
Resources - employment agencies, want ads, and other sources, 

c. Skills - Making contracts, completing applications emd par- 
ticipating in interviews. 

4. To provide youth with knowledge and skills necessary to main- 
tain successful employment: 

a. An orientation to the workplace. 

b. Communication skills. 

c. Decision miUcing skills. 

d. Human relations skills on-the-job. 
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student Contract 

You^are enrolled as a trainee^ which is an employee who is learn- 
ing on the job. The following things are necessary for the best 
learning to occur. 

1. YVttend all classes and be on time. 

2. Have a legitimate excuse for absences: 

court appearances 
medical emergency 
camp crew ^ 

3. Particpate fully in all learning activities: 

discussions 
written work 
role plays 

listening to audio tapes 
watching ^media 

4. Behave appropriately as a worker in class: 

follow directions 

talk only when appropriate 

no cursing 

no fidgeting 

no moving around the room without permission 
take care of all equipment and materials 
no smoking 
no food 
, no drinking 

5. Do all homework assignments. 

6. Dress appropriately for class. 



I understand the above requirements as outlined. I agree to follow 
all of them as written. 

I have read and understood the above. 



Instructor Signature Trainee Signature 



Date 



Unit 1 - Introduction ; 
Lesson 1 - Program Introduction ^ If 

A. Introductions: 

More: In facitities where you know the youngsters, the introductio; 
may not be necessary, but using an icebreaker will help set 
the tone of the course which is participatory and informal. 
Exercise 'A. 2. is an example off an icebreaker, other examples 
are listed in the introductory section,* '•Teaching Tips". 

1. State your name, write it oh the blackboard or flip chart* 
Then selected personal information; e.g.', 

2. Then you may use this as an ice breaker. Astrological 
Sign - Pisces, Leo, Aries, etc. Have itudents do the 
same exercise. If youprefer you may use birth places 
in place of Astrolo^iCn'^Signs • Using first name, first 
initial, match it to an adjective which is descriptive of 
you, and which has the same first letter, e.g., 

Albert - Able Albert; Susan ^ Swift Susan; Richard » 
Rapid Richard. 

Save each student say his name, then adjective, then repeat 
in order all of the people who presented him with their name 
and adjective; e.g., I am Able Albert, she is Swift Susan^ 
he is Rapid Richud, etc. 

Note: If you select exercise (B) be sure youngsters understand 
an adjective. Also limit this exercises to first names 
or last names, but not both. 



3. ' State: "We aure here to work on a 'Job Readiness Program' 
(or Preparation for Employment Program)." Write this title 
on the b?-ackboard or flip chart. 



C. Group Exercises. 

1* State that you need to get to know the group members 2uid 
what they wish to get from the course. .Have each learner 
share the following information with the group. 

a. His/her name-. 

b. What Preparation for Employment means to them. 

c. what she/he expects to get out o*if the program. 

d. What do they think they need to learn to succeed in the 
World of Work? 

e. What do they know about the World of Work? What experience 
have they had? 

Mote: Tie this together by stating, "Now I know more about you, 

what you expect to get out of the course and a little about 
what you know about the World of Work." 
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Another group exercise, have yoimgsters call out associations 
to work related terms. This will help you understand how 
familiar they are with the working world language. Examples 
of words u«i>d in this lesson which can be used ami 



Notts? Exercises s?hould b« fast paced* It might aid the 

tempo by^ having the wocds Wtitten on the board before 
students begin* Record all Jinswers, don't discuss. 
Explain to youngsters these dr¥t words we will be 
using today and as they come up thjay will b^ discussed. 



Introduce program goals as follows: 

1^ Develop a definition of ths words '•program" and '^goals'* 
from list recorded ix! Exercise C. If this ex^rcisa was not 
used, brainastcrm with youngsters the definition of program 
emd goals*. 

2. Cover Dach of the fpuy program goais page i-1-2 makin*? sure 
each youttgster has an xmderst^ding of them. 

3. Answer all -questions after each goal is presented^ 

4. Ask youth if these goals make sense to them* Have them 
«bUy in«y if possible, bo their need for them. (Refer back 
to Ex?ircis« C.) " ' 



Elici^t frcm youngsters ideas about program cohtant (Wh^it in- 
f<>rm;Rti6n iihey should Tcnovr or learn/ or' skills they should 
practical to ba able to get up and keep a job). Kiiep this 
list; it will used in tomorrow's lesion. The list should 
contain: 

1* Communi caption skills • 

2. decision miking skills (ability to make a choice) * 

3. Job Search (Inti^rview, Application process^ piaces to go to 
find jobs^ skills and information. 



4. ^ Orientation t^o th«j workplace (on the job information - bene- 

fits ^ pasychecks, unions). 

5. ^ Human relations on th^ job (promotions / ^ getting along with 

hoBSr and co-work«rs} I 

6. Saif-^fexpioration (noedij., wants ^ values) 



Fill in mincing itemsb , pijs^ifss each items importance t)r value. 
Again/ try to ha^>re youth buy m.- Th<^y will probably focus on 
#3. 



career 

program 
goals^ 



job 

job title 

job description 



trainer/trainee 
employer/employee 



1-1-3^ 
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P. Discuss different ways the information in the curriculum will 
be delivered: 

1* Lecture - talking to them. 

2 . Filmstrips/cassettes . 

3. Video tapes - watching tapes on T.V. 

4. Audio tapes - listening to tape recorder. 

5. Questions and Answers. 

6. Paper and pencil exercises - inventories, review question, 
worksheets. 

7. Group discussions - topic will be presented that they will 
discuss. 

8. Role plays - small plays, where they become actors and act- 
resses. 

9. Reading. 

ib'f^Homework - (if you plan to give it) . 

State: '•What you get out of the program will depend upon 
what you put into it. You'll probably find that some of it 
will be fun and some of it will be hard work." 

G. Refer back to the list of work-related terms (Exercise C) . 
If this exercise was not used, brainstorm definitions for 
the 'following: Job, Job Title, Employer, Trainer, Trainee, 
Job Description- and Careers. 

1. Compare youngsters role in this class to employees or trainees 
on a job where the payment is not money but knowledge. 

2. Job vs. Career - point out the differences between jobs 
(work for money) and career (working for money, and planning 
to grow from the bottom to the top of a professional Xadder) . 

3. Discuss with the students: 

a. Their job title - "Preparation for Employment Trainees." 

b. Their job description - they will learn information present- 
ed by instructor and each other. 

1) Listening to audio tapes. 

2) Watching visual media. 

3) Discussing topics. 

4) Answering questions. 

5) Role playing situations. 

6) Reading material. 

7) Wri-J^ing letters, filling out applications, etc. 
O 8) Completing homework assignments. 
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If you are going to use a contract, elicit from the students 
their definitions of contracts and what it means to sign a 
contract. A recommended youth contract is on page 1-1-3 • 
The use of the contract and its signing may assist you in 
creating an authentic world of work climate, and help with 
classroom control. 

Note: The student contract can be adjusted to fit your unique 

situation. The signed copies should be kept on file until 
the completion^ of the course. The six areas of the con- 
tract were chosen because they are realistic requirements 
in the world of work. 

I. Questions and Answers. 

Note: We recommend that some type of notebook or folder be supplied 
for keeping handouts. The notebooks should be kept in the 
classroom until the completion of the program. Thereafter 
they can become the property of the students. 

J. (Optional) films, filrastrips about the world of work. 

K. Optional Exercise. If you wish. to emphasize the fact that^this 
is a thinking or reasoning course use the following exercise. 

1. Tell the students that you have a problem for them to solve. 
Ask: ; 

^ a. You are shipwrecked on an island. 

b. You are alone. * - . ,^ 1 

c. Yovtr only supply is a full can of cocoa-cola (soda). \ 

d. - You -don ' t know when-you- wi*ii-be-saved.- - ^ 

e. Think of how you will use the can to stay alive. 

f . Think of what you need to stay alive. 

g. Think of how you will be able to get it.'' \^ 

2. "Here is a beginning of one of many possible solutions: 

a. Get emother container (coconut shell) empty the coke into 
the shell so the can can be used for something else. 

b. Break up the can and make hooks or arrow heads so that you 
can fish or hunt. 

c. Make a mirror from one pairt of the can to signal for help 
if anything (boat or airplane) passes." Continue until a 
complete survival picture is created. Then say: "This 
course is about working-world survival and the parts of the 
can are like the parts of this course. ?ogether we will 
take the course apart and you will discover how to use the 
parts to survive and grow." 
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Unit 



Lesson 2 

\ 

Lesson Overvlev 
Title: Reason for the Course* 

Purpose: to increase learners' understanding of the need for them 
to taUce this course. 



Equipment f video tape player aud monitor. 



Activities 


Time 


Resources/Materials 


A. Discussion ^o.f the^ 
Curriculum ';3 Ux^i'ts 
and their order 


10 mintues 




B. Viewing of '•Sell 
Yourself" (first 
three minut&s) 


10 minutes 


Video tape - "Sell Yourself" 


C. Presentation of 

Students' Units and 
•order 


10 minutes 




Note-This is not a 

complete lesson. 
It is to be used 
if needed as part 
of lesson 1 or 
lesson 2 of this 
unit. 


• 


• 




V 


1 

■ • • • 1 

1 

\ 




1-2-1 


' i 
\ 
\ 
\ 
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Unit 1 - Introduction ^ 
Lesson 2 - The Reason for the course ♦ 

Note: I£ the youngsters are excited about the class and you feel 
they understand the unit connections this lesson need not 
be taught. 

Unit topics and their order • Begin with: 

Iv "Yesterday we made a list of the topics covered by the 

program." Produce the list for those who have forgotten 
emd for reference. 

2. Review each topic, and elicit from youth the material covered 
by each topic, e.g., jobs search - interview process, appli- 
cation process, places to go for a job, good grooming, etc. 

3. When all the tot^ics havff b^sen thoroughly outlined, discuss 
how the pieces fit together like a purzle to make a picture 
of the job ready youth. 

The discussion should follcv along these lines: "If you 
think about a puzzle each piece connects and affects ipore 
tham one neighboring piece. 

(Unit 1) The Introduction serves to orient you to the 
content, method of delivery and goals of the course. So 
it touches or talks about a little of everything. 

' (Unit 2) This unit begins your tavels .toward the goal 
of the job ready person. You deal with yourself: you think 
about ^hat you want out of life, and what resources you 
have (your abilities and strengths) to get what you want; v 
We deal with a variety of jobs; hopefully you will select 
a career to work towards. This unit is the piece of the 
puzzle which is the basis for the other units, understand- 
ing what you want and who you are is important in select- 
ing a satisfy^jig job. 

Continue in the crder you have established for the course, 
making store all parts fit snugly together and all units - 
which will be used in this course are mentioned. 

Note: If students are unclear about the difference between job, 

work and career you might want to have these words defined. 



B. "Sell Yourself" 



- video tape. 



1. Prepare the sjtudents for th^ first part of the videotape, 
"Sell Yourself". State: "Many employers have negative 
opiniCiis of youth and young workers. Young applicants 
often have am extra barrier to overcome. Let's listen 
to somw Employers and their opinions*" (Play the tape.) 

2. Before a discussion of right or wrong begins, be supportive 



2. of the youth be restating: "These are only opiiAiart^ and 
these opinions are not necessarily true for yoa. Also, 
not all employers have these opinions." 

3* After discussion, elicit from students how the units of 
the cxirriculum will address some of the concerns of the 
employers. 

C. Distribute blank paper and pencils to students. Have the 
youth decide and record: 

1* Which units they think they need to learn or review / and 
which units they don't need. 

2. Have them put the units they need in the teaching order 
they pre:eer. 

3. Ask each youth to quickly share their list and an explana- 
tion of the order. 

Note: This discussion is to help assxire that students understamd 
why the topics were chosen and how they fit together. It 
is not an opportunity for students to redesign the course. 
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Unit 



Titlt: 
Purpose: 



Lesson _i 

Lesson Overviev 
Career Orientation - Part I 

of the world of work and how 



Equipment: Pilinstrip projector. 



B. 



C. 



P. 
I. 



Activities 

Discuss the need for 

working 

Introduction to work 
available 

Use of the Dictionary 
of Occupational 
Titles 

Explanation of Clus- 
ter System 

Examination of one 
cluster area 

Related job exercise 

Related job exercise 
match to the cluster 
system 

Questions and Answers 

Optional Exercise - 
T.V. Job Search 

(Optional) film, 
filmstrip s 



Time 

5 minutes 

2 minutes 

1 minute 

5 minutes 

5 minutes 

15 minutes 
10 minutes 

2 minutes 
IS minutes 

15 minutes 
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Resources/Materials 



Resource - "Dictionary of 
Occupatipnal Titles" 



Handout - '•T.V. Job Search" 
page 1-3-6 

film/ filmstrip projector 



\ 



Unit 1 - Ihtroduction. . \ 

Lesson 3 - Career OrientatioiT^ Part I 



^' of tirS;SboJ?df°''°^'"1[ ^^^'^'^^^ "=°-ding their answers . 
1. ^^J^'JJ^-y/o you think the average American spends 

answer\ "over J, milliorl dollars ($500,000+) and this 

figure does not reflect the current very high 
inflation rate . " 

^* "arworkP-V"^""^ ^° you think the average American spends 

answer: ^Approximately 'forty years , that's over 85,000 ' 
nours." 

■ \ • ■ ■ 

tnTl^ ''^r "^y' sometimes pay more. Since wJrk is reliable 

S *o o^l^o*^ ^° °^ goals of the program 

IS to prepare you to get and keep a job." ptogt«n 



Write the list on 



V 



"Let's list thf types of -jobs you know." 
the blackboard. ••' 

itiu^tl ''f"^ ^° select one or two of the jobs and explore 
* r? their understanding of these jobs. Ask 

tne followxnCT questions: 

"Is it performed outdoors or inside? 
Is it done sitting or standing? 
Are you on the move? 
Is the work place noisy or quiet? 
What are some of the things you do on tha job? 
What are some of the working conditions' 

1) Hburs? 

2) Dangerous or safe? 

g. What is the salary? 

h. What are some of the opportunities you cam expect? 

1) A lot of openings, or just a few? 

2) Chances of promotion?" 



a. 
b. 
c. 
d. 
e. 
•f. 
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otate that information like this is listed in a book called 
the Dictionary of Oc cupational Titles which is put together 
jy reoeraj. government. This dictionary has 24,000 job - 
titles and descriptions. A Dictionary of Occupational Titles 
may be used as a resource to increase learners interest in 
jobs and/or caa^eers. 

Note: For additional information see Targeted choice (Unit 2, 
Lesson 5) . ' 



1-3-2 
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D. Continue vdTtlT^is lesson: "Are some jobs related to other 
jobs; do people m different jobs perform similar duties?" 
Have them list a few. State: -Related jobs are grouped 
together m the Dictionary of Occupational Titles . These groups 
iSl hJS; t^^^f^ clusters.* List a' few of the following cl«te?s 
s^and ^Se'S:m:T'^' possible. (Help thL under- 

1. Communication amd Media, 

i. Health and Medical. ' 

3. Marine Science. 

4. Agri-'Business and Natural Resources. 

5. Hospitality and""^ Recreation. 

6 . Transportation . 



7, 



Public Service (this is not limited to public sector, see 
£ oelow) 
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8. Personal Services. /''^ 

9. Fine Arts and Humanities. 
• 10. Business and Office. 

11. Manufacturing. 

12. Consumer and Homemaking Education. 
yL3. Environment. 

14. Construction. 

15. Marketing and Distribution. 

E. Tell the students there are 15 clusters, if all fifteen are 
. ' ^^^^ ^® remainder. Quickly brainstorm the number 

of different careers in a chosen cluster, make sure that the 
students understand the definition of the cluster. Below is 
an example of jobs in the Public Service Cluster. 

Public Service cluster 
(Jobs which serve the public) 

Physicians Child Care Workers 

Dentists Teachers 

^^ses- . Social Workers 

Dieticians Food Service Workers 

Hospital Administrators Surveyors 

Urban Planners ' Computer Operators . 

Elected Officials Payroll Clerks 

1-3-3 ■ 



stenographers 
Electricians 

Automobile Body Repairers 
Chemical Lab Technicians 
Animal Trainers 
Investigators (of all sorts) 

To help the learners understand how jobs affect the complete 
workings of society have them brainstorm a* list of all the 
jobs it would take to make a pencil. It would be helpful to 
have a pencil available forthe learners to view during this' 
exercise. List their answers on the blackboard. The list 
should include: 

1. Wood- related jobs: 

a. Lumber jacks 

b. Loggers 

c. factory workers 

1) cutters 

a) saw manufacturer 

b) distributers 

2) sanders 

a) paper maker ^ 

b) samd paper maUcer 

3) painters 

a} paint maker 

b) paint mixers 

c) paint sales people 

d) paint distributers 

4) printers >- 

2. Metal Related Jobs: 

a. Miners 

b. Melters 

c. Smelters 

d. Molders 

3* Rubber Related Jobs: 

a. Growers 

1) pickers 

2) packers 

b. sales people 

c. . Processors 
d* Dyers 

1) dye makers 

2) dye producers 

e. Molders 

4. Dont' stop herel The list could continue until every inch 
of your wall space is covered. 
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Employment Interviewers 
Truck Drivers 
Mail Carriers 
Welders 

Weather Forecasters 
Accountants 



G. Have the learners then relate the list of jobs to the 15 
clusters. Tell them they will spend more time with the 
clusters in the coming weeks • 

K. Questions and Answers • 



!• Optional Exercise. » 

T.v. Job Search. If the students were unable to complete the 
related job exercises (F) / the T.V. Job Search can be used to 
give a cross section of jobs that can be matched back to clus- 
ters (P 1-3-6) . 



J. (Optional) If filmstrips are used/ have them relate to jobs 
and the cluster system. 
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Name 



TV JOB SEARCH 



To complete this questionnaire you should choose a character act- 
ing in some profession that interests you (e.g. - The program 
"Nurse - Nurse; "Chips" - Police Officers; "Lou Grant" - news- 
paper \<riter, photography, editor; "Hill Street Bluss" - Police 
Officers; •'Alice"-waitress , etc) 



1. Name of the character 



2. Job Title (the name of the profession or career or work that 
this actor does on the show) 



I 



3. Name of the show 



4. Job Description (list the types of work done by the character) 



5. What type of equipment is necessary for this job? f_ 



.-■'1 

I 



6. What type of education or trai-nlng is needed for this job? 



7. What was the results of the job at the end of the program 



8. Would you like doing this job? 

9. How much does it pay? 
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Unit 



/I 



Lasson 



Lesson Overview 



Title: Career Orient&tion - Part II 

Purpose: Increase learners' awareness o£ the World of Work and how 
it functionsM. > 



Equipment: Films trip projector. 



\ Activities 

A. Working in tha future 

B. Discussion of work 
environment , condi- ^ 
tions and preparation 
needed « 

C. Completion of Job 
Choice Survey 

D. Changes in the World 
of Work 

S. Questions and Answers 

F. (Optional) film^ 

filmstrips on careers 

Note: This lesson is 
likely to run 
shor^ if you don't 
use the filmstrips 



I ■ 
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' Time 

5 minutes 
^ minutes 



15 minutes 

5 minutes 

2 mTnutes 
15 minutes 



1-4-1 < 



Resources/Materials 



ll'andout - "Job Choice Survey" 
page 1-4-2 



Fllmstrip projector 
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Name 



Job Choice Survey 

# 

1. I prefer to work inside □ outside | — | both 

2. I prefer to work standing sitting [H) on the move 

3. I prefer to work in a place that is noisy quiet 

4. I prefer my hours to be Sam to Apm [Tj 9am to 5pm other 

5. I prefer to work in a job thatt is dangerqus safe 

6. The things I want to do on a job are: . ■ 



7. The salary I prefer to get for this type of work is: ' 
■ 8. The amount of education I wish to get is: 

I 1 no special training | . | a high school diploma or equivalency 

(gedJ 

I 1 on-the-job training | | college 
vocatioiial training 
Job titl^^ or the name of a. job which I would like to get is: 

My job description or job duties on this job would be (list as many as 
you can) : 



After you 'have completed your job description match back to the first 
8 questions 

, _ « * 

Do they match yes | \ no f"~^ 



O ' _^ 1-4-2 
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Unit 1 - Introduction 

Lesson 4 - Career Orientation - Part "ll 

??J«*Jo'^J''?«^fu^5^I''* ^o»^9ht about w:r.t kind of wirk they'd 
fo^ation^wiShlJu^""'* this L- 

fStu^i!^^ consider sharing some thoughts about your own 

°* d^LlnMoJ!;^'' ^^""^ ^? yesterday's lesson on job titles and 
nS; JoiJi them they are 

iSi-^Kv^^ ^°w''4^ f*"! * '«urvey which will help them discover 
somethings about their work needs. 

^' 2oSf cSLi?J«"'^K^^*'i" S.arv^y-, page 1-4-2, with: "Think 
about choosing what jobs- you would like, to have. The items 

SfSi °' ^* you should consider. - 

S!;^?!^^^u •'^^•y> have the learners decide 

whether the surveys will be filled out for a job they could 
Vol Ittll ?" !f^?fUl«d or. semi-skilled laborers, or fofa " 

f u^'* ^^^^^ requires training (a career), it's 
important-to have the s^irvey filled out using one of the 
above choices, not both. " 

1. Hand out Job Choice Survey and inistruct students to fill out 
as honestly as possible. 

2. When they have completed the survey, review tho questions 

iSL'SSpuJel"^'' '^"^^""^ understands them and has answer 

^* ^ij;?!'*'''*.'^*^*''^*.^' °" titles, job descriptions, 

Ih!!!! {°''.u?'''^ conditions are available, you may wish 
1.0 use tnem in this exercise. 

Surveys and review them, check to see 
.Kio information is realistic and the job choice is reach- 
able. Keep the survey, it will be reused in Unit 10, Lesson 

Note: You may wish to pla:x an individual vocational program of 
training for each student whenever possible." 



Si^ti r« "We have just completed a Job Choice Survey. The 
world of Work has changed a great deal through the years. Do 
iK^i^ii''"?,?'"^ ^"""^^ °' Work might change so thit your job 
^f^:f "^^^^ no longer exist? Certain jobs do change, e.g., 
itfl^ °" trains no longer shovel coal, and ice men no long- 
IJnSiir*' to homes. But certain other jobs have remained 
constant or almost the same." 



. Ask learners to think of some jobs that "span the ages". 



such as thttse: tax collectors and certain other "govern* ^ 
ment workers'", skilled craftsmen such as tailors, masons, 
silversmiths, etc. " soldiering , personal service workers 
such as hair dressers, cooks, child care workers, etc., 
agricultural workers and so on. If you wish, you may write 
these on the flip chart.. 

2. Ask learners to think of some jobs which are totally new and 
resulted from changes in technology or society such as: com- 
puter related jobs (programmers., technicians, etc.), airplane 
pilots, factory workers, new medical specialists, communica- 
tion (TV and radio) workers and so on. If you wish, you may 
write these on the flip chart. 

3. Add the following information to the discussion: ''Another 
chemge which has occxirred is the sex of the person doing a 
particular job." 

•» 

a. Women: 

1) Ask students what jobs women performed in the early 1900 's 
The list should include any jobs related to home and 
family care. 

2) Ask students what jobs women perform today; 

3) Conclude: Along with technology and monetary demands 
women now engage in jobs which are not home and family 
related." You may wish tc list some (construction work- 
ers, doctors, lawyers). 

b • Men : 

1) Ask students what jobs men performed in the early 1900 *s 
and how they differ from present day jobs. 

2) Conclude: "Some men have changed roles ;^ith women and 
have become house parents. Consequently some women have 
gone to work to support 'the hovisehold. Still other men 
have entered fields previously limited to females as nurses 
and secretaries. The work world has changedl!" 

4. "Today, work is so varied in tiichnologically advanced societ- 

ies like the U.S. that it is hard to say exactly what kind 
of work la most common. Most people can, within the limits 
of their ed^j^tion and abilities, chnose among many kinds 
of jobs ax^^s^y different places to vork. Some young people 
don*t tinderfCmd what kind of work their parents do, and 
most don*t^eh4:^up doing the same job their parents did." 

5. "Because of these changes in the world of work, the average 

person ends up seeing very little of it, and knowing supris- 
ingly little about it." 

a. "This is too bad, because now, more than ever before, people 
have the freedom to ask *what do I want to do?' or 'what 
kind of job will best meet my needs?* 
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a. They can usually go on to choose a job that fits with 
their goals. In days past, most people didn't have 
the choice." 

b, "Because of these changes in the World of Work, this course 

has a section, for Career Awareness which is a time set 
I aside for exploring the range of presently available 

work options. This will help you make a good choice so 
that for the 2/3 of your life that you spend . working , you 
will be well matched to your job. You will do something 
you want to do and so firfd enjoyment at work." 

Questions and Answers. 

* • 

(Optional) If possible use some films here which would 
highlight: 



1. Career you feel your students are interested in exploring. 

2. A history of some of the more popular careers. 



Unit 



Ltsson 



L#sion Ovrvlev 

Titl«: Work Ethics 

Purposf: To •nhmnca «t,ud«nt«' undaritanding of why people work. 
Equipment: Pilau trip projector/cudlo tape player. 



a, 



P. 
P. 
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Activities 

Introduction to why 
people work (necess- 
ity) 

Complete Question-- 
naire - What I want 
out of a Job 

Discuss some of the 
benefits of legal 
employment 

Discuss how cul- 
tures influence work 
'*The Ideal person** 

Discussion of Work' 
and lifestyle 

Discussion of Stereo- 
typing 
Summary 
Summary 

Optional Exercise - 
Lack of Ambition 



Tlae 

5 minutes 

5--10 minutes 

1 minute 

20 minutes 

8 minutes 

5 minutes 

1 minute 
5 minute 



Resources/Materials 



1-5-1 



Ramdout **What I want out of a 
Job" - page 1-5-2 



Sound filmstrip - **The Ideal 
Person** (Me and others Series) 



Sound filmstrip - **Lack of 
Ambition** (Guidance Associates # 
filmstrip 4) 



Naae , 

■ 

What I Want Out Of A Job 
This is to givt you som uadtrsttndiag of why you W4nt to vork 

I go to wcrk Icor/to get 



money > 

selfTespect - ^ 

to feel importtnt (prestige) 

experience 

responsibility (to take C4re of myself , . 
do things for myself) ' 

^ fun (enjoyment > I like it) 

intellectuel challenge (to make myself . 
think herd) 

power (control) 

physical activity (I like to work herd) 
society (you are supposed to work) 
myself 



excitement 



helping others 

to make friends (to J>elong) 

to get away from home 

others tell me to (ay parents say so!) 

The reward of belonging to a legal , 
adult world 




Unit 1 * Introduction 



Ltiaon 5 - Work Ethici 

A* Introduce lesson by asking learners: "Why do people work?** 

1. Ask each learner to respond to the question and write key 
phrases of their answers on the flip charts Look for res- 
ponses such as these: 

money feeling of importance (prestige) 

self-respect experience 

responsibility . keep busy - stay out of trouble 

help others be independent 

satisfaction/feels good 

2/ After learners go through the most obvious moneyroriented 
answers r ask. the following questions in order to stimulate 
additional thought: 

a. "If you had all the. money you needed, but still wanted to 

workr what would you look to get out of working?" Some 
possible responses: 

Power Intellectual Challenge 

Physical Activity Excitement 

Self-confidence Duty to society - "spozed to" 

Mote: If students are unable to see themselves in suc^ a role 
as having all the money they heed, try this question: 

b. "There are people who have more money then they could 

possibly ever spend but they still go to work. Why do 
you think they go to work?" 

B. Explain to students that people work for various reasons and 
for more reasons than money. State: "To help you understand 
your reasons for working r I have a form for you to fill out." 
(What I want out of a Job page 1-5-2.) 

1. Distribute "What I want out of a Job." 

2. Before studaxlts.. begin revj^ew the directions and each question 
making sure they ur^derstand the questions and the scale. 

» 

3. As students work on ^:he questionnaire, establish 3 areas in 
the room for "mostly", "partly" and ".never." Upon completion 
of the questionnaire, inform students of the areas and as 
you. read each question have them go to the area which corres- 
ponds to their answer. 

Note: This movement is primarily to establish the feeling that 
everybody is dif fereht but in some of our needs we axe 
, not alone. Allow enough time for movement to the areas 
before beginning the next question. This exercise will 
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also aarva to changa tha paca a£id ralax atudants by 
allowing than physical motion. (If this is not practical, 
you can hava tham atand or raisa their hands to show their 
answers . ) 

C. This is a good time to cover tha benefita of legal employment. 
Thia ii to help the atudants begirt to underatand that legal 
employfeht can neat' their needa and wanta. Some areas to 
discuss are: 

1. Paychecks > steady and dependable. 

2. Retirement - available after a set number of years. 

3. Don't have to "watch your back" or worry about: 

a. Who is trying to take over your job' (of possibly killing 

>■ you) . 

b. Getting arrested and aerving time. • 

Note: Limit discussion as much as possible, since the subject 
will be dealt with in decision-making. 

D. Mention: "Every group of people aince time began haa worked. . 
Why people have worked and xAat waa conaidared important haa 
changed (remind- them of yesterday 'a lesson about changing, timea 
and joba). Let 'a look at four different culturea or groupa 
of people and aea %ihat they worked at and why. Introduce the 
filmstrip by telling tha atudants of the culturea. 

1. The cultures include: 

a. The Ancient or old Greek culture - The ideal per a on would 
be a worker who performed a job which required phyaical - 
and mental akilla and an example would be a soldier. 

b. The Peoples' Republic of China - The ideal person would 
be community oriented, everything for the people, every- 
body is equal. 

c. Indian Culture - India - The ideal person would be engaged 
in the aame profession as their parents. 

d. The American Culture - The ideal person would be all they 
are capable of becoming or willing to work at becoming. 

2. Show the filmstrip. 

3. Discuss how the philosophy of a society greatly determines 
that society's ideal worker. 
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Note: Check Medla^ Overview for further information. There are 
questions after the presentation of each culture. You 
aay want to review them for classroom discussion prior 
to the classroom showing. You may also want to show. and 
disc\iss only the first three cultures, and discuss the 
American Culture. 

E. Begin, we have just watched several cultures. The way people 
live in these cultures (their homes, food, friends, activities 
after work, etc.) is calle<*. a lifestyle. In America a life- 
style is determined by how much money you earn or have. In 
the case of America is it then possible to identify a life- 
style from the type of work -a person does? Discxxss responses 
briefly. 

Ask learners: **If I told you a person was a long-haul truck 
driver, what could you tell me about that person?** 

Ask each learner one tt the questions that follow and write 
the answer on the flip chart. Continue to go around the room 
calling on each learner until all questions are answered. 

1. Sex? 

2. Age? 

3. • Kine of .neighborhood she/he lives in (where does sheA® live?). 

4. Kind of mxisie shm/hm likes. 

5. Overweight? Underweight? Tall? Short? 
* 6. Physically weak or physically strong? 

7. Where does sheAe esit and what's his/her favorite food? 
Favorite drink? 

8. How much money does sheA^ make? 

9. Does she/he like sports? Which ones? 

10. Does sheAd read much? What does sheA^ read? 
11^ .E^orite free time activity? 

12. Where doas sheAe work? 

13. What is his/her educational backgrbundV 

14. What are hisA«r political views and what political party 
does .sheA^ belong to? 

15. Of what organization (s) is sheAe likely to be^a member? 

16. Who are hisA^r friends? 

1-5-S 

. , - . ,104 ■■ '- 



V 



Not*: Any job or profession can be subsituted for' truck driver. 



F. Aa discussion dies down, introduce the idea that a person's 
work has a big influence on his/h«r entire life. The way 
people earn a living is a large part of their identity; 
how others see you, and vrtiat they expect from you. 

"But your job is only one large part of your identity.." 

• The way you- dress, the way you talk, your sex, your age are 
all parts of your identity. Let's talk about Vour age. 
"What do people think of teenagers?" Allow the students to 
give a few answers, then ask, "Are all these things true of 
all of you?"' Continue, if people believe that these things 
are true for .all teenagers no matter where they live or what 
sex they are, this is called stereotyping. 

1. Brainstorm stereotype. 

2. Ask students what problems arise from stereotyping. Possible 
answers are:- 

a. People €ucpact cartain behaviors from certain people who 
perform certain jobs, who are certain ages or who are 
certain sexes. v 

h. Stereotypes die hard and changes occur slowly. In the 
> . process people are denied ^obs or receive unfair pressure f 

e.g., women entering the labor force as truck drivers or 
men entering. as nurses. 



G. -State: "We've looked briefly at why people work (to meet 
their perceived needs) and what some people do at their jobs. 
In an important way, \Aio you are depends on how you make your 
living. Taking a job means entering a way of life. This is 
because your job, will occupy a great deal of your time and 
become a central part of your life. A job defines you and 
your lifestyle. ^ To a greater or lesser degree this is one 

of the main effects making a living will have on you and those 
around you. Therefore your happiness in your job is imp9rtant. 

Tomorrow we will ^^^^ your self exploratioh and some career 
awareness work. 

H. ■ Optional exercise - "Lack of Ambition" - This is also used - 

in Unit 9, Lesson Z. 

1. This is a 5 minute filmstrip which deals with tVe individual 
responsibility of workers to develop their careers. The 
filmstrip highlights their decisions as it deals with the 
fears of change. The change includes: a different lifestyle 
a new work environment, and increased work responsibilities 
and demands. 



The discussion a£t«r th^ film should include: 
a« ""What TMSons for working are heard by viewing Pete and Joe. 

Who dd the students feel will be promoted or make more 
money^ in the world of work. 

c. How is Joe preparing for a career? 

d. Why does Joe work? What does he want out of a job? 

e. Why does Pete work? What does he want out of a job?" 



OVERVIEW OP UNIT 2 - "TARGETED CHOICE" 



Unit Purpose 

have students: 



- Know that careers exist and the range of career options 
available. ' • 

- Decide that they want one. 

- Begin selecting: 

a. Their preferences, abilities, strengths, needs, 
wants and values. 

b. Careers which match up to their personal traits. 



Unit Lessons 



Lesson 1 



Personal Traits (Part 1) • To assist students in identify 
ing their strengths and values. To help students use 
these personal traits to make cjood career choices. 

Lesson 2 - Personal Traits (Part 2) - To assist students in under- 
stanoing tnexr -seit-concept and the identification of 
their personal interests. The students will spend tirae 
relating these .personal traits to choosing a job. 

Lesson 3 - Personal Trails (Part 3j - To help the students under- 
stand the relationship between job tasks, jobs, and the 
students' abilities and ixxterests in the performance of 
these tasks. 

Lesson 4 - Personal Traits (Part 4) - Tq help the students clarify 

rheir needs and wants. ^To assist students in understand-: 
ing the amount of money necessary for independent living. 

Sources of Occupational Infonaation - To help students 
understand the type and forms of career information 
available. To help the students use the information 
to identify a job or career area. V 



Lesson 5 
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UNIT 2 - MARGETED CHOICE'' 
^ Unit Notes 



This uiilt precedM the Job Search, Application and Interview 
Processes to assist students in the understanding of what personal 
traits they can market and should consider in seeking a job to 
maximize their satisfaction and success in the world of work. 
The self-awareness information (strengths, abilities, interest, 

\ wants, needs and values) is covered in-depth in this unit and 

' applied in: 

1. Career Awareness - To help students select jobs or careers 

in which they are interested and best 
able to perform. 

2 . The Job Search^ To help students complete their Personal 

^ Fact Sheets and/or resumes. (These are 
later used to help students complete 
application forms.) 

^ 3. The Interview Process - To help students develop a. sales 

pitch to ^sell** themselves to 
" employers to gain employment 

Since values, needs and wants are soQie of the underlying 
factors upon which decisions are made, these sections of this 
unit can be folded into or reviewed in the Decision Making Unit 
. (Un^Lt 7) i Many of the situations presented in Human Relations 

on the Job, Unit 9, require decisions for resolutioni again, 
. values, needs and wants may be reintroduced. 

The Career Awareness Section is small but includes informa- 
tion on many of the resources presently available for research 
on jobs and careers. The time allotted for this Section should 
be determined by the needs of your students and the time fr^me 
' of the course. 

Younger students and slower youth may find greater 
accomplishment with the abstract topics (especially values) 
if they are continuously related to concrete topics as the 
Job Search Process • Some of the material covered in* this. unit 
also can be reduced as needed. 
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Unit « 
Ltsson 



Purpose: 



L#««on Ovrviav 
Personal traits ^ Part 1 (Strengths and Values) 



To assist learner in identifying personal traits (strengths 
and values) to help them make a better career choice. 



Equipment: Audio tape player. 



Activities 

A. Discussion of. 
, strengths and ad- 
jectives for 
s^ength 

ijEl Do Strengths chart 
exercise, "My Win- 
ning Strengths" 

C« Questions and 
Answers 

D. Introduction to 
values 

E. Exercise "Agree or 
Disagree" 

F. Listening to a tape 
on self-concept 

G. Questions and 
Answers 

H. * Optional exercise 

"Yo\ir Image". 



Time 

5 minutes 

20 minutes 

. 2 minutes 
3 minutes 
3 minutes 

10 minutes 
2 minutes 

10 minutes 



Resources/Materials 



ChaVt "My Winning Strengths" 
pagev 2-1-2, self-stick labels 
panels 



Handout "Do You Agree or Dis- 
agree that" page 2-1-3 

Booklets and tape "Building 
a Good Self-concept" 



'Bboklet and tape "Your Image' 



I 

Do You Aqr^e or Dlgagret That 

1. How much a parson makaa tails how succassful that parson is . 

2. Work makaa you an adult. 

3. To gat ahaad on a job it's not what you know, it?s who you know. 

4. You owa it to sociaty to work. 

5. Man7ahould alwaya ba birad and proootad firat, than woman. 

6. You ahouldn't do any job unlaas you gat paid. 
.7. A marriad woman ahould not work full->tima. 

8. work is aaparata from your lifaatyla and haa nothing to do 
with it. 

9. If you gat firad, it* a your fault. « ^ 

10. How you faal about youraalf (salf-*concapt) haa nothing to do 
with how wall you do a job. 

11. Tha only' way you know if you did a good job is by yotir boss 
saying so. 

12. woman should not ba paid aa much as man, avan though thay ara 
doing, tha sama job. 
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Unit 2 - Targatad Cholc* 



. Laiion 1 - P«r«on*l Traiti - Part 1 (Straagthi and Value*) 

A. Begin tha laason with: "Tha laat faw daya wa have discussed 
jobs, job titles,, job descriptions, employers and employees. 
In short, some o£ the parts o£ the world o£ work. How does 
one match oneself to a job in this world? One thina to match 
to a job is your lifestyle, other things to match to a job 
are your strengths, interests and abilities. Let's begin 
with your strengths. Knowing your strengths will make it 
possible to use them to your best advantage in selecting a job, 
getting it and growing with it. or receiving promotions." 

1. Have learners define strengths, in their definition you are 
looking for qualities or high points of a person's personality. 

2. Elicit from the students answers to "what good qualities 
would you find in a friend?" The list should include some 
of the following: ' 

dependability . cooper at iveness 

responsibility energetic 
. independence consistency (steady) 

open-mindednesj good listener 

helpfulness . thinker 

Note: You may have students brainstorm the list of strength words 
.in their jargon (slang). 

3. Continue: "would an employer look for these same qualities or 
strengths in his workers or employees? Are there oth.er 
strengths the employer would look for? " 

4. Emphasize that most of the same qualities or strengths 
students want to find in their friends .are the same qual- 
ities or strengths an ttnployer wants in his workers. 

Note; These lis.ts should be quite extensive, the longer the lists, 
the more productive the exercise. Synonyms should be accept- 
ed in this exercise. 



B. "My Winning Strengths Chart" and Career Values. Introduce 
the chart (page 2-1-2) and career values list as follows: 
"I am going to giva you a chart on which you will develop 
a list of your strengths. Then we're going, to match these 
to some career values." 

1. Write the-^list of career values on the board or flio chart. 

Do not erase str ength words. Define each of these terms, 

but Tio not number them yet. 

Note: If there is limited space, have the Career values on a 
large piece of paper you can tape on the wall for all 
students to see. 



4 



2. T«am Work 

3. CrMtivt 
4 • Monay 



6 • Leadership 



?• Success 



8 • Excitement 



9 • Power 



10 • Responsible 



11. Productive 



Strength Words 

1. looked-up to 

1. respected 

2 • understanding 

2. trusting 

3. full of Ideas 

3. snart 

4. funds 

4 • cjspltal 

S • confident 

5. courageous 

6 • planner 

6 • manager 

7 • capable 

7 « well-Informed 



8. 
8. 

9. 
9. 



thrilling 
inspiring 

forceful 

control 



10 • dependable 

10 • trustworthy 

-11 • producer 

11. constructor 



Option - Instructor may come with prepared list of strength words 
which students may add to. Each strength word must have 
a matching Career Value code number. (Above list is double 
spaced to *lTew YiSOOL for you to write in additional words.) 
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2. Distribute th« '•My Winning Strengths" chart, page 2-1-2 
and blank self-sticking labels to each group member. Each 
student should receive enough blank self-sticking labels 
so at the end of the first part of this exercise, all stu- 
dents will, have a miaimai of 20 labels on their chart from^. 
fellow students. A fomula to detemine the number of labeli ^ 
each student should receive is: the number of students in ^ 
your class minus one (students are not preparing labels for 
themselves but for all other class members) divide the diff- 
erence into 20 (the number of labels each student needs on 
their chart) and round-off the result to nearest whole num- 
ber^ For exas^le, the formula used with a class of 9 students 
is: 

Number of students - 9 
Minus one - 1 

Difference - 2J5 

Divided into 20 - ' 8770 

Result roxmded-off - 3 

Each student would then receive 3 labels for each fell^ow 
class member, or 24 labels (3x8) for each student* 

3. Instructor should match and assign the Career Values an<i 
the appropriate code to the strength words after students 
have begun to work on self-sticking labels for fellow stu- 
dents. Page 2-1-S has a list of eleven (11) Career Valueis 
with their codes and possible strength words. You may add 
more Careexf Values. Be sure to assign them a number. 

4. Have youths write their naaeson the charts. 

5. Have every student fill out the appropriate number of self- 
sticking labels with the names of each fellow student. 
When they have finished this, have them write a strength 
word which describes each student on the appropriate label;. 
They should complete all the labels. 

6. Following are several methods to distribute the completed 
labels to each student. Make store that all labels are placed 
on Area I. 

a. Ideal method - Have one student at a time pass his chart 
to each of V his fellow students. As each fellow student 
receives the chart he: 

1) Establishes eye contact with chart owner. 

2) 3ays the strength word. 

3) Explaiiis why he selected the word/words which he placed on 
the o%mer*s chart. ^ 

Not.: W. hav. fou»d_v..ry f^w youth .r. «bl._to_£ollow_through 

with this OMthod. 
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b. Havtt ttach student, on^ at a tima pats his chart to each of 
hla fallow studants. As the students place the strength 
word oh the chart, have them say it aloud. 

c. Bave all the students walk around the room at the same time 
and place their streng^ words on the approp;riate charts • 

7. Give each student another set of seJf^sticking labels (10 per 
youth or 5 with space enough for two strength words) • Have 
them fill out 10 strength words which best describe their ' 
strengths with Career Value Code Numbers. Bave them place 
these words' in Area IZ. 

8* After all labels have been placed in their appropriate areas, 
have students count how often each Career Code Number appears 
on the labels in Area I and II of their charts. Write that 
total next to the corresponding Career Code Number in the 
tAlly areas. 

e.g. 1. 4. 7. 10.. 

2. 5. 8. 11. 

3. 6.' • 9. 

9. Have youth. circle the three highest tallies and write the 

corresponding Career Value word in Area III. under their names. 
States "This class sees these strengths in you.** Rave some 
discussion at this point oh how they feel about their strengths 
State: '*He will later discuss how you can use this informa* 
tion in the areas of the Job Search and the Job Interview." 

Note: If students feel put off, let them know this is only part 
of you. Wc still must cover interest and abilities before 
we can best start the Job Search. 



C. Questions and Answers. 

0. State: "The qualities you' feel are important are called your^^ 
values." (Write this on the blackboard.) Continue: "We have 
mentioned values and we have seen a film, 'The Ideal Person \ 
which also talked about values." 

1. Ask the students: 

a. "What do values mean?" 

b . ^How~dp-vaiues-~aff e^-^ou?-'?-^ ■ 

2. The bottom line to this discussion should iuclude: 

a. Values are things which are important to us> o\ir principles. 

b. ''Values cause us. to do things and enjoy them, or to do things 

and not enjoy them. " 



3. State: "If beauty is important to you, this should show in 
your chart bacausa it shows in what you choosa, how you think 
and what you say. in short sane of your stren<jths eure based 
on some of your values. Depending on how strong your value 
of beauty is, depends on how much it shows." 



E. Introduce "Agree and Disagree" statements, page 2-1-3. Discuss 
and point out exaiuples of the students' values. Emphasize that 
different people have different values. 



F. StifcefWhat your principles or values are have a lot to do with 
how you see yourself. How you see yourself is baaed on a set 
of values which you have accepted from your friends, parents 
or society, e.g*. If your friends values a strong (physically 
guy and you aren't strong, but you value being strong so you 
may see that part of. yourself negatively. This 'seeing of 
yourself is called self-concept and it's based mostly on 
values. If you have a good self-concept you 'are usually happy 
with yourself because you have met your values, or what you- 
thinx you should be. You feel personally successful. If you 
don't meet all of your values or you fall short of some, in these 
areas you feel unsuccessful." 

1. Continues "You can change your self-concept. It's hard work 
but it s possible, e.g. if you value a slim, muscular body 
and you are heavy and soft, it's hard work to diet and lift 
weights^ but it«s possible. The other way you can change your 
self-concept is by changing your values. Discover positive 
things about your weight and things you are able to do that 
slim, muscular people can't do as well. For example, hm^v^- 
people float in water easier than slim people. 

'•.2. "We are going to hear a tape on self -concept. To help you 
with the information I am going to distribute a 'Building 
a Good Self -concept' booklet." 

3. Distribute "Building a Good Self-concept" booklets. Continue: • 
"I will periodically stop the tape for discussion and to allow • 
enough time for completion of exercises. Please, if possible, 
hold your questions until the end of the tape." 

After listening to the tape, auanarize as follows: "Under- . 
standing vrtiich values are most important to you and how thty - 
make you feel about yourself is the beginning to understand- 
ing your self-concept." 



5ii_-AuM.t^na and Answers 



H. Optional exercise "Your Image" tape and booklets can be used 
with thit laston about, self ^concept. It is scheduled to be used 
in Unit 6, intervlawing. 



4. 




Lesson ^ 



Lmmmon Ovrvlw 

Titl«: Personal traits - Part II (Intareits, Abilities axi4 Exper- 

lanca) 

Purposa: To incraasa studants* understanding of salf-concapt and 
Interest and how these reaate to selecting a job« 



Equipment: Video tape player and monitor* 



Activities 

^^^^^^^^^^^^ 

A. "Joshua in the /Box" 



B« Questions and 
Answers 

C* Complete interests 
questionnaire s 



D« Area of work, abil- 
ity and interest 
inventory 

£• Questions and 
Answers 
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Time 

10 minutes 

2 minutes 
15 minutes 

15 minutes 

3 minutes 
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Reeources/Materials 

video tape - "Joshua in the 
Box" 



Hand out "That's Me" and 
"That's Him/Her" page 2-2-»2 
and 2-2-3 

Hand out "Area of Work" page 
2-2-4 



lis 



\ 



Name 



2. 



/ . 
3. 
10. 

\\. 

12. 



That's Me 



Directions; Check the box i^ich bests fits you and what you wish 
. : to do. 

There* are no right of wrong answers. 



Yes 



I want to travel as. a part o£ 

my' job. 

"(e.g. - truck driver, traveling, 
salesperson) 

I enjoy people and want towork 
with different people. 
(e*g* • Teachers, Nurses, Social- 
V;orkers, Salespeople) 

3. I enjoy talking and want a. job 
where I can express my ideas. 

4. I want to work outside. 

5. I like work where I don't have 
CO get dirty. 

c. I enjoy working with my hands 
(dexterity) 

(^•g*/* .machinist, carpenter, 
seamstress) 



I want to work at many a variety 
of tasks on one: job. 
(e.^. - Maintenance: painting, 
fixing, building,, washing) 

I enjoy work that takes a lot 
of .patience. 

I like work that makes mie think. 

I enjoy work that takes a long 
time to finish. ^ 
<e.g. * rebuild a car engine, 
make a sweater) 

I enjoy work where I work alone. 
I woul^ like to work indoors. 



IS. I enjoy a job where I can dress 
casually. 



I enjoy work where i woric wi1% 
the same small group of people. 

]^ I enjoy working with math. 
EI\IC " tank, teller, bookkeeper) 



No 
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Sonetiaee 



\ 



Your Name 
^ Your Partner' a Name 



That's Hin/Her < 

Directions: Check the box which you think best fits your partner. 
There are no right or wrong answers » 



1. S/He would enjoy travel as a part of his/her 
job. (e.g. * truck driver » traveling sales-* 
person). 

2. S/He would enjoy people and want to work with 
many different types. 

3. S/He would enjoy talking "^nd want a job 
where s/he can express ideas. 

4. S/He would want to work outside. 

5. „ S/He would not want* to work where 

s/he gets dirty. 

6. S/He would enjoy working with his/- 
\ her hands. (dexterity)* 

1. S/He would want tovwork.cat many 
tasks on one job.^^ 

G. S/He would enjoy work that takes 
a bit of patience. 

9. S/He would like to have a job 
: : that vmakes J. theoL .'think. 

10. S/He would enjoy a job that takes a long 
time to finish. 

11. S/He would enjoy a job where s/he 
works alone. 

12. S/He would /like to work indoors. 

13. S/He would enjov a job where they 
can dress casually. ^ 

14. S/He would enjoy a job where s/he 
work with the same small group 

-of-T>eople7~: 

15. S/He enjoys working with oath. 



h 1 

1 




r 






•a 




• 


• 






























• 
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Artat Of Work 



Name 



2. 
3. 
4. 



Chtck «aeh area in which you £e«I you hava an interest, 
Total number of checks per area. 

Check each area in which you feel you have iTtlities. 
Total number of checks per area. 





• 

A. pr«par« £oo<i 






^••rvi food/vaieing cables 






wash dishts 






•tc-nip Cables ^ 


# 




cook food 


/ 


1 


cfshier 




f " • 


underscanding of measurtmenca 


• 




1 

B. mixing ctnufnc/ laying bricks 




Total 


Total 




cuccing vood/nailing/tanding 






ficcing pipe ^ 






unpluging drains 






puccing in^coilacs 






connaccing alacCrical linas/ 
puCCing in lighcs ^ 


• 




PuCCins in al^acCricAl boxafl 


• 




Z: mopping/stripping/polishing . 
floors 


t 


Total 

* * 


Total 




cleaning/ repairing/windows 

< 






heatiof, systems ( fumahces , air 
conditioning) 






mixing-plaster- — 












placing Ciles 
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• 


cucciag lawns 






laundry (washers & dryers) 


• 




% 

D. Understanding circuits 




Total. ■ 


Total 

1 




changing oil» gas filters 






painting metal 


, 4 




r 

pitch repair for metal 


• 


\ ■ 

1 


changing & repairing tires 


« • 




welding 






pumping gas 






> 

c« • puu wxng unx ws cogecner 




Total 

• » 


Total . 




£xxxng small appliances 
(to'asters & mixers) ^ 






• rxxxng s 




• 


rxxxng raoxo s 


• 




fixing big appliances (refre**^ 
gratorsi washers) 


• 

• 




putting parts together 






fixing office machines (cop*- 






■ — -nrers) 


s 








Total 


Total , 
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work Abilitie« Area of Work Work Interaa t 





F • typing 






shorthand 

* 


> 




» 

answering phones/switchboard 




1 


working'-yith niunbers 






operating machines 






opening and sorting mail 






tiling 






G. ordering and stocking medical 
supplies 


- \ 


Total c - 

• . * \ 

If > 


Total J 




understanding of medical Ian- 
guage 




— ^ — 7*-^ 


basic understanding of bod^j^f 
pares 




•V- "■ 

V 


use or meuicai ec^uipmenu v^V^eu** 
les and microscopes) 

1 




> 


- unuer ■ uanuing oi uicaou&mucnbs 






working with' people iji pain 




if 


cleaning 'dirty medical equip-* 
ment (bed peps/ slides) 


(, 


' : 

Total 


^ ■ ^ 




Total 

1 . OfJ-r 
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Uprk Ability Area of Work 

U. working with numbers 



Work Interest 



working with machines 



convincing people /talking 



doing things for others 



loaning/ carrying -things 



handling mouey 



ordering supplies 



Total 



I- planning and scheduling activities 



Total 



instructing people with games 



understanding rules & regulations 



setting-Mp equipment 



understanding measurements 



working with large groups of people 



officiating games /activities 



Total 



Total 



J. understanding the law-, 



following procedures 
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/ 

/ 


writing reports (lot of p«iper 
«nd pencil work) 




/ 


wetching (observing) people 
end things closely 


4 




reeding 

T 






enforcing lavn /regulations 






dealing with courts of lav 
criminal/family 




Total 




Total 
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Cnit 2 - TMxqmfd Choice 



L#««on 2 - Personal Traits - Part ZI (Intarasta and Abilitiaa) 

k. Stat«:**tba last coupla of days wa hava baan daaling with salf- 
axploration. Wa laft off yastarday with a discussion of valuas. 
Today wa ara going to start off with Joshua and his problam. 
Joshua faals boxad in. Whila you watch, think about what Joshua 
is faaling and what tha story maans to you.** 

!• Show Tidao tapa' 

2. Than laad a discussion ua^ng tha following quastions: 

a. **What do you think tha box raprasant^jd? A^tar*savaral ras* 



ponsas aate'*C*ould thay ba rulas which kapt jQShua from doing 
things? Could thay ba valuas ha was fighting; valuas that 
Joshua couln*-t' accapt. - 



b. **What happanad whan Joshua got out of tha box? 

Af tar savaral rasponsas , continua: '*Ea was sad bacausa ha 

didn't hava guidalinas: ha couldn't dataraina what was 

right; what ha should do: or how ha should faal about things." 

c. ''What did Joshua do naxt? Ha craatad his own ays tarn of g\iida- 



d. Eava atudants brainstora a liat of thair valuaa. Distributa 
papar and pancils and hava atudants liat fiva valuaa and 
assign tham a nunbar (1-5) in ordar. of inportanca. Bava 
studant kaap this list thay will uaa it. in latar axarcisas. 

3. Suinaariza with; '•Valuas sarva as our guidalinas in many araas.'' 
Laad a diacussibn touching on tha following points: 

a. **bur valuaa influanca what wa try to bacoma. Thasa valuas 
ara guidalinaa upon which wa avaluata our salf-concapt. 
Our salf-concapt, or how wa faal about oursalvas/ show in 
soma of our strangths. if you valua athlatics, you work' - 
to ba a good ball playar. If you ara auccassful, you faal 
' good about yoursalf in this araa. 

b/ Valuaa also influanca our likaa and dislikas. If you valua 
good fxiandship (a parson who is thara whan you naad halp,ffid 
honast with you) you probably will kaap away from pacpla 
who ara '•jiva'*, not for raal and will not ask than to 
coma hdma with you for dinnar. 




linaa or valuaa-.** 



'Br* Quastions and Answars 



4* 



C. Stat«: "Lat'i do soma mora looking, at oursalves. Lat's find 
cut scmathing about our intarasts, our likas and dislikas." 
Oistributa "That's Ma" paga 2-2-2. Stata: "Our likas and 
dislikas tall us a lot about oursalvas." 

1. Raad tha diractions on tha "That's M>" form. Than raad aach 
statwaant aloud and hava la«mars chack off whathar thay zaai 

. that statamanta ara juat -Uka than, chack "yas," not lika 
tham, chacjc "no", or somatlnas lika t^am,' chack "somatiaas. " 

2. Braak tha class _lato..-psdra_and hand out "That's Hia/Har," 
paga 2-2-3. Diract partnars to chack off traits thay think 
apply to aach othar. 

3. Anothar mathod is to hava youth avaluata aach othar anonymously. 
In this casa^ writa tha namas of all^group mambars on slips , 

of papar and^put thin in a hat (or othar contai.nar) . Each 
laamar pulls a slip from tha hat (if sha/ha draws his or har 
own nana from, it is ratumad to tha hat and anothar slip is 
drawnl. Without tailing anyona whosa nama was salactad, aach 
laaraar complatas tha "That's Hia/Har" workshaat for that par- 
son. Onca tha Workshaat is complata, aach laapar writas tha 
naaa of tha group mambar ha/sha avaluatad in tha "partaar s 
naaa" blank at tha top of tha form and givas it to you. Jou, 
than distributa tha complatad wrkshaats to tha appropriate 

4. Aftar forma hava baan complatad', diract jouth to axchanga 
papars so thay aach hava thair "That's Him/Har". Than laad 
a discussion, which touchas • on tha answars to tha following 
quastions: 

a. "-Did you'laam anything (or «hat did you find out) " 

yoursalf whan you had to coapiata tha first form? Dia you . 
lika what you saw? " , , 

b. "How many of thasa things wara just lika you?" 

c. "Wara'thara diffarancas (or many diffarancas) batwaan hew 

yott sS yoursalf and how your partaar viawad you?." 

d. "What do thoaa diffarancas say about you? (Or about how j^ou 

ccaa across to othars?}" 

■ a. "HOW did it faal to know anothar parson thought all thosa 
good things about you? • 

n continua with: "Laf's gat a littla mora spacific about vouf 
°* S15*7„!.rilt " Distributa tha "Araas of Work," paga 2-2-4. 
?SlaiS!' laSi*15» Salt with broad "Jagajrias and gave 

yoi soma understanding how others saw you. ,^^i;^^:^*^t?2r«- 
dSSls^ith specific job tasks." J??;^ ^ij^ ^« ^* 
part, tomorrow you will do the abilities part. 

O . • -• i 

RIC • 2-2-10 . 

™". ; 



1. R«ad inttruetions . 

2. If Att«<Ud, c«ad Aaeh *r«a o£ work and hav« 't-ff*;^; ^J**^ 
it only H thty *r« iat«r««t«d in performing that ta«K. 

. 3. Total th« ch«cJu in th« int«r««t column. 

4. Proetdtt to n«xt work arsa. 

5. ContiniM until all tha -work araaa hava baan covarad and tha 
intaraat half has baan eomplatad. 

6. Explain to- atudanta that tha abilitiaa part of tha form will 
ba ecmplatad toaorrow. 

E. Quaationt and Answars. 
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-Cnit 2. 



Lesson 



Tltl«: 
Purposi 



L#i«on Ovrvitv 

*P«rionml Iraiti - Part* 111 (Int«r-r«lationihip b«tw«€n work 
and 

To anhancs atudanta' uadaratanding of work in ralatlonahlp 
to thair atrangthSr valuaa^ Intaraata and abllltias. 



Bquipmant: ^^na. 



Activttiaa 

A. Coaplation of "Araaa of 
work** 

a. Susaaary of Unit to data 
C« Araa of work form 

D • Compariacns 

Quastioni and Aniwars 



G. 



ERIC 



Introduction to Naada 
and Wants 

Dafinition of Maads and 
Wants 



Tiam 
15 minutas 

2 ninutas 
14 minutas 

5 minutas 

6 minutas 

1 minuta 

2 minutas 
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RasQurcas/Matarials 



Handout '*Ran9« of Work Araas** 
paga 2-3-'2 



Niime 



RANGE OF Work areas 
(A) Food Services (P) Building Trades - (C) Maintenance 



iP) Mechanical ' (E) Repair . 



1 • Experience 



2. Abilities 



3. Interests 



(F) Clerical (G) tWdlcal/Hospital (H) Bueiiieas (I) Recreation (J) Legal 



132 



1 > ij^perlence 



2* Abilities 



3. Ihtereott 
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Unit 2 - Targ«t«d Choictt 

Mson i - P«r.onal Traits - Part 111 (lnt«r-r«l*tion«hip o£ worJ;, 
and ••!£) 

X -Y««t«rd«Y w« startad an inwtory which daalt with vork 

2d "S lStaJaltT Today wa ara^oing to di.cua. your abilitiaa 
in thosa work araas." 

1 "What ara abilitiaa?" Wait for savaral rasponsas:' Than axplain 
' hoi iSIrifi and^ilitiai dlffar. Maka aura tha following 

points aatargat 

a. "Abilitiaa ara how wall you- can do 4 n» - 

b. "intaraata ara how much you Ulc* to do 'O^tji;';" ^ha a«a ^ 
c "What you lika to do or would not lika, may not ba tna 

S h<i 2all you can do aomathlng. Tha baat job match it 
likihg what you do. and doing it wall." 

2 stata-"llow I'd lika you to fill out tha AbiUtiat P*rt of tha 
S;2io??^" GiTTSa^tudant. tlma tc locata y^^fjj;-^*'*' 
of work invantory," Stal:a,"A. you compljtj it J.^^* JSJ^S 

li sacticn D)" hava tham compara thair intaraata with thair 
abilitiaa. Aakt 

C ' a. "Did you laam anything "•''Jiout youraalf ?" . 
^ b. "Ara you baginning to gat soma idaa of what kina or 300 

ba bast for you? w..4«.^— ™.4.^h?- 

c. "How doas your work intarasts and your work abilitias match? 

d. "How do thay differ?" 



B. 



Sunnariza Unit to this Joint. Highlight with dafinitions. 



1. strengths 

2. Vduas 

3. Intarast 

4. Abilitiaa 



continue -Within Unit 1 w^discus.•d clustar or <iroupinqs of 
jobs in araas." (R^viaw if- studanta \Tf*i«?Laas-- ?oifa 

types o£, jobs." 

1. Brainstorm job tit'las in '^oh work araa. J^^'JJ.ted llat 
follows. The students may have »ore jobs than we nav^ j.-s 
ed. (See next page for a completed form. J 
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I. Rancje of Noik Areas 



(A) Food Senric# 



Building 
(B) Trades 



- Building 
Grounds 
(C) Maintenance 



CD) Mechanical 



^E) Repair 



I 
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cook 

waiter/waitress 
dish washer 

setting-up 



Msonry 
cor pen try 
pluBft>in9 
electrical 



SK>pping 
painting 

stripping floors 
windows 

' boiler/furnace 
husbandry 
plaster 
tile setting 
naids (hotels) 



electrical 
auto Mechanic 
auto body 
welding 
tune-up 

service station 
attendant 



Medical/ 



(F) Clerical 
typist 


^Gl Hospital 
Mde ward clerk 


bank teller 


social director 


stenographer 


Med. Lab 


sales 


coaches 


* 

receptionist 


Nursing* Ass't\ 


Moving 


Teachers/Instructors 


bookkeeper 


Med. Ass't 


biirbet 


Recreation Directors 


filing 


Dietary Aide 


hair/cosmetology 


:f Recreation Ais't. 


Admin. Ass'b. 


Dental Ass. 

* 


cashier 


Rec. Counselors 


Word Process Clerk 


- 

A 


• 

• 


Referees 



Assenbler 
radio 

TV 

Major appliance 



Legal 



police person 
parole person 

»gal Ass't. 
security 




2. Have the etudente fill in the job* in which they have had 
experience on their fonts in the appropriate places. 

3. Have students count the number of jjgbs they have performed 
in each aiea. Record this number oh the experience line. 

4. lave stttdmts fill in the nuaber of checks frcn their 
abilities sectiqp of Area of Work Inventory. 

5. Have students fill-in on this form in the appropriate space 
■ the 'number of checks from their Interest areas from the . 

Area of Work Inventory. 

* « ^ » 

6. The students now have a picture of their interests, abilities 
and experience in these work areas only. You may devetlop* 
other like inventories with more work areas or different ^ 
work areas. ^ » 

7. Elicit from youth- whether they have^een honest with themr 
selves. 

8. Have them select one or two jobs they, are interested in to 
research for a class presentation or to save for the job 

search. * ^ 

* 

D. CompariiBons : ' • . . 

1. YOU may wish to reintroduce their Job Choice Sujnreys fromj 
Unit 1 and have them match to see which is the truer o«~tne 
two surveys. 

2. YOU may also wish to review their "What I Want Out of a Job" 
survey from Onit 1, Losson 4^ to giv« them an 

that all three parts (work rewards, abilities and interests) 
should match their job choice. If they don't match, encour- 
age the student to spend' time finding a job which will give 
a good match. " ■ ^ 

E. Questions and Answers. , 

' ' • • . (• 

F. State: "Working takes up a great deal fi^SfSI \ 
back to tte- number of hours they will work in their life-time.) 
"It's im^rtant to^make sure .that this time meets your individ- 
ual needs and'v^ants as much as possible." 

G. Ask students for a definition of needp and wants. Some points 
to lookffor: * 

1. Needs are things which you^can't live without (water, food, 
shelter) clothing) . , * 

*.•'!• 2-3-6 _ . ■ 
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Haiits Art things which makt life mort comfortable (type of 
shelter, ty^e^of food, type of clothing, cars, etc.) 

State: : **We will continue with needs and wants- tomorrow.'' 



. / ■ 



-4r 
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Uait ^ 
Laston 

Titlt: Personal Traits • Part r/ (Na«ds and Wants) 

Purposa: To anhanca studants* clarity of naads and wants ^ so thay 
undarstand tha amount of nonay and othar .''rawaru" thay 
naad from anployaant. / 

Equipmants Vidao tapa playar and monitor. 



A. 



Activitias 

Dafiiiitions of naads 
and wants 

Complating Maslow*s 
pyramid ' 

Viaw vidao tapa - 
"Whara bid Laonard 

Harry Go?" . ' 



D. Siaronagy 



jExarcisa - "You tha 
•'wcrkar" 

Quastion and Answars 



Optional axarcisa 
"Your Piaca of Caka" 



4 »^ 
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S minutas 
7 minutas 
IS minutas 

• 1 ildJiuta 
IS minutas 

2 minutas 
^0 minutas 
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HasQurcas/Matarials 



Handout "Mas low '.s pyramid" 
paga 2-4-2 ' . 

Vidao tapa - "Whara Did Laonard 
Laonard Barry Go?" 



Handout "Ypu tha Workar" 
paga 2-4^3 , 



Handout "Your Plcca of Caka*; 
pagas 2-4-d. and 2-4-9 



Toar Triangle (Maslow*s Pyramid) 



V 



Directions 



h. The five areas to be used to complete the 
crlinglei 



1. Self-fulfillment 

2 • Esteem j 

. 3. Belonging * 
4 • Safety k Security 

S. Physical Needs ^ i 

B. It is best to begin at the bottom to 
complete the triangle. Remember each 
-stage of the five areas build on each 
other. 



My Self Fulfillment 
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My Needs 




^ 0 

You The Worker 

have Trainees fill out the appropriate boxes with the information 
for the surveys. A picttire is formed of them as workers. 
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L«««on 4 - Personal Traits - Part ZV (Maada and Wants) 

K. Stata} "Part of idantifying your valuas Is undaratanding tha wants 
and naads that aotivata you. Dc you avar wondar what makaa you 
do thinga at any glvan ooaant? Sour wants and naads along with 
your valuaa play an iaportant rola in your actiona and daciaiona. 
Bacausa wants and naads ara ao elosaly ralatad to valuas and ba- 
causa thay ara such ii^rtantaotivatora* wa'd lika to spend a 
littla tiaa locking at wants and naads.* 

1. "Lat's start by locking at tha daacriptions of wants and naads 
wa caaa up with yastarday. * 

a. Raviaw tha dafinitiona and axamplas generated yesterday. 

b. Lead a discussion of wants and needs that includes the 
following infonbation and questions: 

1) "Sometimes you want something, wants are usually conscious. 
When you- want admathing, you know what it is that you want: 

- you want a date 

' - you want entertainment . " 

2) "Wanting theae things Bottvateayou to do aomethiag; 

- to a*k aomaone for a date 

_ to go. to -the moviea or & concert." 

2\ "What are acme of your wants?* 

4) "Are the thinga you want the aame aa the thinga you need? 
If act,- how are they related to each other? How do- they 
differ from each other?" 

2. continue: "It might be eaaiar to answer the above queations if 
we take a cloaer look at needs. We are motivated many timea 
by our needs. Our needs are not alwaya. aa clear to us as .our 
wants. Per example, you may feel reatleaa, but not know why. • 

3. Have the atudants 'brainatorm a Uat of needs. Introduce 
the five area headings from Maalow'a pyramid. Help the- 
studanta place each need from the list of needs under the 
appropriate heading. For example: 

1. Phyaical needs -.food, water, air, aleep, sax, elimination of 
bbdy waste, health. 

2. Safety and aacurity - .(phyaical and mental) , ahelter, clothing, 
' Sanaa of aacurity, money. 

3. Belonging - having 'friends or family, being part of a group. 

4. Esteem - recognition, raapect, accompliahment. 

5. Self-fulfillment - happineaa, eohtentment, sen'ae of being all 
that you are capable of being. . \ 
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B. Introduce thm triangular form. Dlstrlbuta the triangle 
handout, page 2-4-2 to each student. Ask yotmgsters why 
they think you used this particular geometric figure. The 
answer should Include: "This structure was chosen because 
the needs on the bottom must be In place (met) before those 
on the top can be added or met."" Give them the following 
example and explanation: "A person who Is hungry Is not going 
to -worry about having friends or accomplishing a goal. He la 
going to seek food first." 

1. Have the students draw lines to denote the Importance of each 
of the five areas. For example t 



self-fulfillment /\ one youngster ^s largest 

area may be physical needs < 

esteem 



belonging^ 
safety 6 seoirlty 

physical needs 




self-fulfillment 

. / \ Another youngster's 

esreem / \ /largest area may be 

belonging / \ safety and security, 

safety 6 security 
physical needs 



2. Explain: "Each chart may be different' according to what 

you feel is Important or your biggest need. Tliese needs will 
probably change as you grow and change^ or as they arn achieved." 

C. Stat« "T'lhm th«. first two priauury naads »r« mmt, thmn you are ready 
to daal. with thm thr«« remaining;!' Explain that they are going to 
see a video tape about a man who is trying to fulfill the top two 
needs. Tell them to think about what happens to his bottom 3 needs. 

1. Show "Where Did Leonard Barry Go?" 



2-4-5 



2. Di8c\uis the video tape. Some lead questions may be: 

a. "Was Leonard Harry aware of what was wrong?" Repeat that needs 
are not always clear. 

''Where did Leonard Harry go?"^ 

c. **Bave you ever felt like Leonard Harry?** 

d. ''Have you ever wished you could do what he did?** 

e. ''Do you think if Leonard Harry * s job had met his needs for 

esteem and self--fulfillment he wouldn't have disappeared?" * 

f. "What happened to his physical needs, his safety and secur- 

ity, and his sense of belonging?** 

Note: This is a good opportunity to reinforce the match between 
work rewards, abilities, interests, wants and needs. VThy 
choosing the right job is important. 



D. Suznmari7ie by saying: "Like Leonard, each of us has needs, 
things which are really important. The thing to remember 
is that we are all different. Your first need may not be 
my first need. We have experienced t^in in the class with 
the pyramids you have just completed, and also with what you 
*want out of a job. A, person's needs are relative to his/her 
situation.^ Ebr example, an infant's first need may be to be- 
long, or to be safe and-sec\ire. The biggest need of a person 
without a place to live, is the need for shelter." 



E. '*Let's get back to the other word in this lesson - 'wants'." 

1. Repeat that wants are the things which add to the pleasures 
or comforts in life. "For example, a house instead of an' 
apartment may be someone's want, a sports car instead of an 
old sedan may be someone else's want. Our jobs have a lot 
to do with the fulfillment of these wants. Out jobs support 
our 'lifestyle'." 

2. Have students brainstorm "lifestyle" and arrive at a defini- 
tion. The definition fhould include that a lifestyle is 
based on the following: needs, wants and values. It includes i 

friends possessions ^religion 

abilities home appearance 

activities family 

3. Distribute the handout "You the Worker" page 2-4-3. 
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Your Pl«ett of Cak« 



This ia th« directions for your pl«c« of cak*. 

I. In ar«a I fill in your n««<U., In «r«« II your w«nt«, in «•« 
III your v«lu««. Estlaat* th« cost of this llf««tyl« and fill 
that inforaation In th« araas narkad cost. ^ 

II. In area IV fill in your abilitiaa, in araa V your itrangtha, in 
araa VI your job. Istiaata by using job raaourcaa your salary 
and place that salary in the salary spaces. 

III. Subtract the cost of your lifestyle from your salary. If you 
have a minus you need to reevaluate either your lifestyle or 

.your job. 
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Unit « 
Lttson 



Purpose: 



To provide an opportunity for students to b^gln thslr 



EquipMnts Nona. 



Actlvltiai 

A. Exploring of ra- 
sources for job In- 
formation 

B. Comparison of atu-* 
dents* Invantorlas 
and charts to ra- 
sourca information 

C. Questions and 
Answers 

D. Discussion of re- 
source people 

Z. Discussion of re- 
source agencies 

Discussion of ways 
of getting job exp- 
erience 

G. Summary of unit 

""Review Questions" 



Key to "Review 
Questions'" 

(optional) # trip to 
•a local employment 
agency or library 



10 minutes 
10 minutes 

2 mintues 
5 minutes 
5 minutes 
5 minutes 

3 minutes 
5 minutes 
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Resources/Materials 



Handout "Unit Review Questions' 
page 2-5-2 
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Tarq«t«d ChQic« R«v i«w Queitioni 

Part I: 

i wad aach .tm L m ^ nt. U ye n « gr .. w rl tt y y»u d ii agr t e igiti_no, 

1. Knowing what «y v*lua« *ra givaa ma a battar chanca to maJca - 
■ — daclalona that will aaka ma happy. ^ 

2. wanta ahould b« takan cara of bafora naada. 

3. My frianda ara part of my lifaatyla. 

4. I don't naad to know much about ma to maka a good job choice. 

5. My valuaa influanca tha way I maat my naada. 

5.\ Examplaa of abilitiaa ara raadingr, typing:-, driving. 

7. My intaraata halp ma maka a good job choica. 

'a. From your bahavior paopla maka dacialona about your aalf-concapt. 

9. An axampla of naad ia watar. 

10. . ■ I'm bom with akilla. 

Part II: 

Fill in the blanka with tha correct worda to complete the aentencea. 
are a part of my lifMtyle.- 

are parti of m# which I conaider in making a job 

* choice. 

are examplaa of career areaa (work areaa) . 

are reaourcea where I can find information on 

careera. 

3^5^ ^ are exa:i^lea of needa. 

^ are parta of my lifeatyle paid for with my aala 

' are parta of ma Which 1 conaider when making a n 

career choice. 



12. 

13. 
14. 



Part -HI: ' ■ ^ 

Circle the letter which beat anawera 'the queation. 

18. The Dictionary of Occupational Titlea 

a. it ia a help wanted liating; it lista joba which are presently 

-b. tSni what, whyV and how a worker does what- he or she doea. 

c. telle how much money you will earn. , 

d. liata the requirementa needed to get a :ob. 

* O 2-5-2 
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19 i A good way to find out about jobs is 

t a. to read things about work 
b. talk to workers 

ta4a-^ixigi t ha t g i ve -yo u a ch a n c e - to try ^ctivi^tles related 

to your work Interest 
d. all of the above 

20. The following skills belong to which, work area * typing, filing, wore 
processing 

a. recreation 

b. repair 

c. mechanical 

d. clerical , * 

21. A good job choice should meet your ^ 

a. needs * 

b. wants 

c. abilities % 

d. all of the above \ 
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Unit 2 - Targstttd Choice 



Ltison 5 Sources of Occupational Infornatlon 

* 

A. StatAi^Mi wlllcoaplat* thli unit with additional information 

^JBOUt- 3ol>^r4f#-1>av»-d«*l-t-w4-th-^i«-topi c in U ni t 1 ^Jth«_ggsmp _ 

or cl«wt«rin« syst«i and in this unit in Lesson 3, R«nq« of work 
Ar«M. L«t's diseosa \A\f you can gat inforaation about iobs. 
This includas job titlas, job descriptions, salariaa and 300 
raquiranants . " 

Mote: Be clear that this is nojb "jobs available" {that* will be 
covered in the Job Search Unit>, but ."jot) infondationx . 

1. Briefly discuss: 

a. Dictionary of Occupational Titles - (D.O.T.) - It's a two vol- 
ume set, located in aost ^ibra^ies ahd contains in Volume I 
20,000 occupations or job titles. Along with the job titles , 
are brief definitions of a job description'. Volume II gives 
basic information about related-jobs,, interests, aptitudes, 
training needed, etc. 

Note: It would be helpful to have *the two voltes on hand for 
the students to look through. These books are fairly 
complicated and most students will need assistance with them. 

* • * 

b. Occupational Outlook" Handbook - Inis is a quarterly book which ~ 
iaatches:tiMb.d.9. in job. titles and codts. The handbook 
describes fewer. jobs but it gives" more, job descriptive de- 
tails. 

c. Job publications - These are available a,t neWs stands and 
some libraries. 

1) "Black Careers" '* 

2) "Career World" 

3 "Collegiate Women's Career Magazine" 

4) " Manpower" 

5) " Monthly' Labor Review" 

6) "Trade magazines, union magazines, professional jduma.\s. 

7) Some state and local agencies also publish their own employ- 
ment magazines.' NYS Bnployment Service has ■•▼•^fl ?f^!ff«„ 
and Placement Counselors who can help you review -Application 
and OpeningSr""NYS Occupational Projections," etc. 

8) King Features Career Cluster Comics 

a) Show King Features Career Cluster Comics and pass them 

around. Tell learners that as .tl^ey decide which cl\isters 
are most interesting to them, you will expect them to 
read the comics to find out more* information about the 
clusters. 

bJ Let learners read some of the comics at this time if they 
wish to do so. 
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d« Mewspap<»rs ' 

Show •xamplat o£ want ads and career columns as you continue. 

1. ) Newspapers often have regular career coluzn^s with such 

titles as ^Career Comer* or -'Careet Facts* • Look in 
your local paper.*** 

2. ) *The classified section of your newspaper has lists of job 

openings in'NdieS^cal area. Sonet iaes, you can learn a 
little about the local job market and about salary ranges 
and job requirements by reading these sections. Usually • 
these lists are titled * Positions Avairable* or *Help ' 
Wanted'.** 

Books 

Continue with I .""Th«r« ar« many ' books about .caraari. /.Some 
are about single occupations. They have titles like 'I Want^ 

to be ' or 'TffW fHt ^J^ In. . > . ' SoBe are about -many jobs. 

Encyclopedia of Careers is one. Others have titlas similar 
to <5*reer Opportunities/ Agricultural, Forestry, and Oceano" 
graphic gechnicians- ." . 

Note: The more career information available the better the class. 

Also the bigger the variety of resources available the better 
the research. 

- I 

' . * ^ , 

3. Allow the students an opportunity to .check their job choice, • 
against their interests/ strengths, abilities, and tb^ir. training 
("or future training) by using* the resource information. 'Encouraae 
them to be realistic.^./ , * * 

ilote: Identifying and discussina .realistic salary information woul^ 
be a great plus. ^ 

C. After the student;i have completed their research, ask: 



t n 
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1. "Are you stiir satisfied with your job choice? 

2. "Will you be able "to get the required training?' 

3. "Will the salary be enough to support your lifestyle?" 

D. State; "Another way to get information about job descriptions 
and salary is -by. • talking to pfople who work."* Have students 
brainstorm a- list. The list- should include: « 

» 

1. parents . ' - 4. -business owners 

2. relatives, ' • 5. workers in local businesses 
3! fri'endi ' 6,. retired people 

E. Continue: "There are also people who earn money helping people 
understand job information, they are called, Career pr Job 
Counselors . " 

» 
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Th«a« people are found in employment agencies such as the N.Y.S. Em- 
ployment Services^ and sometimes in human seorvice agencies such as tne 
" ban League., or iSoys/Girls Clubs, to name a few. 



Note: You may wish to checjjc yo-ar area to <see what's available 
and invite a counselor in as a resource. 

F. Conclude the lesson by listing or having students brainstonn 
responses to: '"Good ways to experience or 'try out' diff- 
erent job tasks are through: 

1. Hobbies 

2<r^ Clxib activities 

2. Courses at ^school 

4. Volunteer work 

5. Part-ti^ne work* 

.6. Work experience programs 

7. Any other activities instructor and/or students can think of. 

As, o^ after you present this list, have students plug in how 
these can give them job experience. 



G. Summarize Unit - briefly highlight: 

4 

1. Development of a lifestyle - needs / wants, values 

^< 

2. Understanding of personal tr^iits needed to match student to a 
I iob - interests-, strengths and abilities. 

1 ? ^ . 

,'3. Sources of occupational information - * 

* 

a. Books 

b. Newspapers 

c. M.agazines 

d. ^ People - parents/ relatives, friends, etc. 

e. vocational counselors and instructors 
f • Employment agencies 
g. Unions 

4. Experience for employment can be achieved through: 

a. Hobbies 

b. Club activities 

c. School courses 

d. Volunteer work 

e. Part-time work 

f. Work experience 

H. Distribute Review Questions page 2-5-2. Give students time to 
complete. Review ansiwers and discuss as needed. 



tl 



R«y for Review Queationa. 
Part 1.0 

1. Yes 6. Yes 

. 2. No 7. Yea 

Vr 

3. Yea 8. 

4. No " 9. Yea ^ , ' 

5. Yea 10. No 

Part II 

11. friends, jobs, nMds, wants, valuss 
12 e strength, abilitlss, i|xtsrest 
13. clsrical, building, Isgal 

\i. books, newspapers, counselors, uniens, agencies 
15 e^ food, shelter, clothing 

16. activities, sheltery car, type of clothing, fri#;ads 

17. strengths, interest, abilities, lifestyle, values, work 





eUiica 


Part 


III 


18. 


b 


19. 


d 


20. 


d 


21. 


d / 



\ 

(Optional) Atrip to a local employment agency or library. 
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OVERVIEW OF UNIT 3 - ^TKE JOB SEARCH** 



Unit Purpose 

To have students: 

- Understand tha image ot a job seekerv 

' - Learn about the papers needed to conduct a job search. 

- Become aware of the many resources availeQple to job 
seekers / and learn -how to use them/ with special 
emphasis on. want ads and agencies ^ 

- Learn hbw/to conduct a job search and contact emplbyers. 
Unit Lessons 

Lesson 1 - \7hat is a Job Search? This introduces the idea of a 
job search and the need for applicants to "sell" 
themselves. Students identify the papers needed to 
conduct a job search. 

Lesson 2 - Papers You May Need (and How to Get Them ) . This 

reviews, in depth the four legal papers students wight 
ne^d and discusses how to apply for them. 

* 

Lesson 3 - Vfcat Ara I Selling? Tnis helps students organize their 
personal data on a convenient form. 

Lesson 3S - Resume Writing . This is a supplemental lesson for 
advanced students. It reviews the basics of resume 
writing. 

Lesson 4 - Resources . A look at 14 potential resources which 
can aid youths in a job hunt/ and how to use them. 

Lessou 5 - Using Help VJanted Ads . To teach students how to find 
and use newspaper w€uit ads. 

Lesson 6 - Employment Agencies . This explains the three basic 
types of ^employment agencies; government^ private 
and temporary. 

Lesson 7 - Making Contact . This discusses how to contc "^t poten- 
tial employers and follow-up on job leads. 

Lesson 7S - Proper Letter Writing Format . To teach students the 
correct format for writing and mailing a business 
letter. 

Lesson d - Unit Summary . . The Unit is reviewed and students learn 
about developing a job search strategy. 
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UNIT 3 - "THE JOB'SEARCH^' 
Unit Notes 



This unit begins the material most youths think about ' ^ 
when told they will be in a job readiness course. It covers 
the* full spectrum, of the job search. The students have generally 
been very interested in this material. Unit 2 information can be 
drawn upon during this unit, and a good foundation is laid for the ' 
next thvee units. Lesson 7 - •'Making Contact" - ties in closely 
with Unit 4, Lesson 6, 

The material in this unit is well suited for field trios, 
speakers or field research. Any one of the 14 job search resources 
(Lesson 4) can provide a context for a trip, a speaker, or for 
students to do some exploring. Lessons 2, 5, and 6 can easily be 
taught out of the clafsroora. A practical aoplication of this 
information greatly increases the students ability to use it 
after the program ends. It also provides a nice break from the 
classroom. 

With community-based youth, this can.be an ideal way to 
shorten the course duration; much of this learning can take place 
outside of class time as students complete assigned tasks such as 
applying for a Social Security card or visiting the Job Service. 
Students can be assigned different tasks and each one can report 
to the class on his/her experience. 

For facility-based students, bringing in speakers can help 
make this course more real, especially if the speakers bring in 
some "real material", e,g,, applications, brochures, etc. 

This unit is important for all youth ages 14 and ud 
interested in working. Very little of this naterial should be 
deleted or limited. 
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Title: 
Purpose: 



Unit 1 

Lesson 

Lesson Overviev 

What is a Job Search? ^ ' ' . 

To introduce the idea of a job search and the need for 
students to "sell^ themselves. To identify the papers 
needed 'to conduct a job search. 



Equipment: video tape player and monitor. 



A. 



Activities 

Unit Introduction 

"Sell Yourself" video 
tape 



C. Discussion of video 

D. Questions and Answers 

E. Papers you need - 
brainstorm 

F. Wrap-up 

G. Questions and Answers 

Note: This lesson may 
run short of 45 
minutes. If you 
finish early/ go 
— on to the next 

lesson. They con- 
nect smoothly. 
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Time 

10 minutes 
15 "minutes 

5 minutes 
2 minutes 
10 minutes 

1 minute 

2 minutes 
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Resources/Materials 



Videotape - "Sell Yourself 
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Lnir 2 - Ths^Job Search 
• Lessen i - What: ii a Job Search? 



A. Introduce the lesson by telling students that the job search is 
a process of trying to match what they have to offer an employer 
vith what an employer is searching for in a prospective emoloyee. 
You may elaborate by paraphrasing^ the informatioh listed below. 
Encourage studenc discussion of their experiences and opinions* 

1. "When an employer interviews ycu 'for a job he's considering that 

match; tninking about buying your time and skills, a pay period 
at a tima. Making that match between what you bring an employ- 
er and what an employer is. looking for, is what this unit, and in 
, large part, the next three units - Communication, Applications, 
and Interviewing are all about." 

2. "By now, we hope each of you has a sense of^ your real strengths 

as future job holders. We've looked at personal values, inter- 
ests, abilities and examined the raiige of jobs that exist. 
VJe've tried to narrow that range down to a target size in the 
last unit. Now we want to directly address the job search pro 
cess, bringing ypur raarketaUDle beginning skills and abilities 
to the attention of employers to your best advantage," 

3. "It is a full time job to be the determined job seeker who be- 

comjBS a job finder. The job search includes several steps be- 
sides actually knocking on doors, steps you need to know 
before you launch a personal job search." 

4. "This unit will help you to learn where you can go for help in 

looking for a job, what kinds of papers you may need and where 
and how to get them, how to make a personal fact sheet^ to carry 
with you to help with the job application process. YOjl;Iwill 
also learn how to find job openings and contact an emplloyer." 

Vi ' 

5. (Optional) If you plan to teach how to write resumes aijid/or job 
search letters, mention that. These are recommended onl^ for stu- 
dents with good writing skills. (see Lesson 3S and Lesison 7S) . 

3. Introduce the video tape "Sell Yourself" by" saying; "A gsou? of 
kids in utica got together and mace a film about the job .search 
process." "We thought you might enjoy seeing what they felt 
was most important in the job search." Then show the video or 
review any other materials you choose which address this krea^ 



Note; Skip the introductory portion with the still pictures shown 

in Unit 1. Begin with jf042, a shot of Bob in a bus scc^p shel- 
ter reading the want ads . , y 

C. Discuss the students* impressions of the video. Here are leveral 
questions that can be posed to stimulate discussion. You may 
write the answers on a flip chart and discuss as 'appropriate. 
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1. "What do you think the youth who made the video thought were 

the most important things to know about the job search process? 

2. "Do you think they missed any important topics?" 

3. "Why are these things important?", or "Why do you suppose the 

kids in Utica (who made this film) thought that these things 
were important enough to put into a videotape?" 



D« Questions and Answers. 



E. Ask the students if they think there are any special papers, forms 
or permission (s) people need in order to get a job. Ask 'them if 
they think people under 18 need any special or different papers 
than people over 18. Answers may be written on flip chart if 
desired. The* discussion should include the following points. 
Everyone needs a Social Security Card (which indicates that they 
have been registered in the Social Security system) . Some jobs 
may also require driving, so these employees must have a 
driver's license. In addition, youth under 1& generally need 
working papers, amd may be forbidden by law from working in cer- 
tain occupations, or under certain conditions. They will probably 
also need a copy of their birth certificate (or other proof of age) 
as well as a completed medical certificate to get their working 
papers. Proof of age may also be required at times by an employer 
after a worker is hired. Discuss any other papers that students 
feel are required. Save the list of papers brainstormed above 
for tomorrow. 



F. Conclude the lesson with: "Tomorrow we will take a look at how 
you get these papers." 



G. Questions and Answers. 



Note: This lesson may run short. If you finish before the end of 
the class period, you may begin the next lesson. The two 
lessons flow well togetlier. 
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Unit 1 

Lesson ^ 

' Lesson Overview 

Title: Papers You May Need (and^How to get Them) 

Purpose: ^ To have youth understand what these papers are^ and how 
to^ obtain them. Students may practice completing 
» * applications • 

Equipment:; None. 




Activities 

A. Review list from 
prior lesson 

B. Social Security 
Cards 



C. Working Papers 



D. Birth Certificates 



£• Driver's License 



F. Questions and 
Answers 

Note: If students are 
familiar with 
this informa- 
tion, this 
lesson can be as 
short as 30 
minutes. You 
may want to con- 
tinue into the 
next lesson. 
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5-15 minutes 



5-15 minutes 



5-10 minutes 



5-10 minutes 



5 minutes 
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Resources/Materials 



Sample application and 
questions/ page 3-2-2 auid/or 
actual Social Security card 
applications (request from 
S.S. Office). 

( Optional^ Application " forms 
auid brochure/ page 3-2-9 arid 
following^? D.O.L. Booklet - 
"Labor Laws for Minors" (not 
included) . 

H«uidout - Sample letters/ 
pages 3-2-3 and 3-2-4. 

(Optional) "Rules of the 
Road" booklets; Driver's 
license applications (not 
included) . 
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CN: 



DO: 
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9 
t 

m 



APPLICATION ?0R A SOCIAL SECURITY NUMBER Lo 
S— Inttn ictloni on Back. Print In BUck Of Dirtt Blut Ink Of Ui# Typtwritt f. 



NOT WfHTf IN THf A90VC SFACl 



J 



^'•#»r^UlL NAM! 
VOU WICL USf 'N WCAK 
CM lUSlNCSS 



NAM< C>VCN 
•CU AT imTH 



»!.ACI 



Cry/ 



t Count/ it tumm»f 



tSUfi 



MOTr«€R S ^ULL NAM! AT HCR SmTH f 



rUvl T0U Ml ilFOfll A.^ID 

on HAD « UNlTtO STATU SOCIAL 



DOMT 



1 

^^^^^ 



<Oun 'Voorftj jCfjri i>^wo> 
OATS Of 

aiwTH J 



-YOun pncscsT agi 

Af f •» JM« 9*f1h49rl 



fOun SIX 

MALI 



rCMALC 



^oun cCLCn or mace 
WHITS NC^no oT^cn 

D. 



SI CUniTY. lUILKCAO. OK TAX {S KNOW YR ^ 
ACCOUNT MUMlin? □ □ □ 



voun 

Js m MAICINO 
Im Aooni ss 



fMMiMr M ii/Mi A^ Miw ^.0. ite. tf AMflN Amm; 




(ZtpCo—l 



TOOAVS CATi 



htmmm htm mtmtmmm m wftyinf tor t Moai »Mmy www f r, it m i nct to t fN ^ •( m«f« titan 11.000 
I cr ifnMiMfwnvni tor U9 to 1 ^^aTi or ^Mn« 



|S«fn YOUn NAMC HIM f O* AtoT Aim; 



^ ? 1 



DHtw. SmmI Smii? 
Form SS-« (5*78) 



nlSCAIEN nASS^ON Qou? 



ISSUED SOCtAL StCUnOY ACMMT^TION OmOi 



L Can you conplete this applicatiorl in pencil or witli red pen? 



2* Wnere are the directions for filling out this form? 



3. tvhat does ^'maiden name^' uiean? 



4. \vhat is your date of birth C^rite it as they ask for it on tfiis fona)?. 



5. Are the questions on this form legal? 



6. -Ivliat does the '^NOTICE" at number 14 aean? 



7. Show how you would ccmplete #14. 
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» 

BEST COPY AVAILABLE 



Your home address: ylOS £4 9Ci^ /C^« 



^ ^^fe^l ^'CdJ^ ^j^^- 




Sign your name'. -V**^ ^^^^'^^ 
Type or print yWlf^me:j^^^{^^,.jg5^^f4^/ 

Note: You can send a check instead of a money order, but don't send cash." 
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Your heme address: i/^^ Bat^.r Srrdd- 
Today's date: /Iccy-OJ-/ ^ 



(fTm pi re. j5"^"^'PJ^2f^ 



3 CoQt) hsrnin (LCfcu-rerobonq h J NeuJ "\)crlC ^ on niw-j 
If l:s undensfci-rclinq +Kx4- "^e-re 15, no f^'^^ 

C1^pp^s::)de /-f Lpu coojid dend i+ -fo me Q:i> 3ocn go pcss.bV 
Tho-oC £r KfO^ help. 

Sign your name r^'T^C-^UU^^^^^ c^Sc^^V 

Type or print PlichiC/'/e. j". /LeoJ^ 
your name: 

.Note: If you need a birth certificate for other purposts, it costs $5.00 
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Unit 3 - The Job Search 

Lesson 2 - Papers You May Need (and How to Get Them) . 

A. Review the list of papers brainstormed yesterday. Isolate: 
birth certificate, working papers, social security card, 
and driver's license. 

B. Social Security Cards 

1. Ask learners what a Social Security Card is and how a 

person gets one. If learners are familiar with the topic, 
tne discussion may be brief, state that all youth should 
have a Social Security Card. Find out how many learners 
do not have Social Security Cards. For DFY youth, inform 
counselors of any learners who do not have a- card so that 
one can be obtained; or have students complete the appli- 
cation in- c*lass>- l-f- -students are \mf andaTajr~witTi^ ^^^^^ 
topic, you may wish to review the following information 
in depth before asking who does not have a' Social Security 
Card. 

a. "Everyone who plans to work must have a Social Security 

Card. The number on your Social Security Card wil^, be 
your government identification number all your life. 
It's called your Social Security Hxamber. You'll use 
it on job applications, income tax forms, bank accounts 
and lots of other forms in your life. Having the card 
helps you make sure you remember your number correctly, 
but knowing your number is the -important thing." 

b. "Every pay day your employer will withhold a certain 

amount from your salary to go to the government for 
Social Security. Your employer also contributes an, 
equal share into your Social Security Account. When 
you are old and retire (stop working), you w:Ml receive 
Social Security money to help meet your expenses. The 
aunount you will get depends on how long you worked and 
how much you earned." 

c. "Social Security holps people in other ways -cop. it is 

a kind of insuremce that most workers in the United 
States have. It helps children whose working parent (s) 
dies before the child is 18, and it helps workers who 
become injured amd are permanently disabled (unable to 
go to work) . " 

d. "You can apply for a Social Security Card (and number) 

at any District Office of the Social Security Admini- 
stration. To find the office in your eurea, look in 
the white pages of the telephone directory under United 
States Government, Health, Education and Welfare, Social 
Security Administration. To obtain a card requires 
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^ d. contd. 

completing ah application form amd being able td 
provide groof of age witn a birth certificate, or 
baptismal or school records that show jyour age,* You 
must also have proof of identity. (This proof 
should consist of one or more of the following: Driver's 
licenser school records, report card,, membership 
records from a church or youth organization - Boys ' 
Club, Girl Scouts, etc.}* Let students know that, ^' 
it usually takes 6-8 weeks to get a card. 

2. If desired, you may distribute a handout with a Social 
Security application form and questions (page 3-2-2) .* 

You may have students read it themselves and emsw^r the ' 
questions, and/or use it as a basis for class discussionT^^ 

3. If you haven't already found out, ask: '*Hho does not have 
a Social Security Card?** 

4. (OptiohaT) ITave those students without cards (or all 
students as practice) complete the application and mail 
them in. Blank forms can be obtained from any Soci£L 
Security Office, or use the one on page 3-2-2. (If a 
student has a number, but no card, s/he should note that 
on tlie application when applying for a new card. It's 
important that they always- keep the same number to get 
the maiximum benefits when they retire.) 

C. Working Papers. Ask students: •'t?hat are working papers? 
inxo needs them? What do they say? Why do you need them?** 
The discussion should include that working papers are 
needed by all employed youth under 18. Working papers are 
a state requirement designed to make sure that employed 
youth are physically capable of working, that schools know 
and approve of student employment,* and that employers Ifnow 
the age of young workers so there are no violations of child 
labor laws. (Without getting too detailed, briefly describe 
the child labor restrictions. These are summarized on the 
back of the working paper application (3-2-10) , in Lesson 7 
(3-7-7), and in New York State and federal Departments of 
Labor publications.) 

1. State thai^t all youth should have working papers. Ask how 
many of the learners do not have them. Ask if they know 
how to get them. They can be obtained from a high school 
guidance office or the school district's main office. The 



* This came about as a result of the child labor' problems. ^vTiile 
schools technically have the right to refuse an application 
for working papers, this is rarely, if ever, done. 
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applications are Complicated. Tell the students to ask 
the secretary ,to help bhem fill out the apolication. 
(DFY fa6a,lities, please note: Working paper applications 
can be supplied. by the Youth Emoloyment Unit, Central 
Office, (518) ^♦73-4789J * All students 14-17 who do not 
have working papers, should'^ apply for them. Students 
16-17 who received working papers when they were 14 or 
15 should "get new ones. The papers for 16-17 year olds 
are slightly different. It may be helpful to get some 



ote: Youth under 14 yeatfs •of age cannot get working papers 
except fcpr newspaper carrier - minimum age 12) and ao 
are prohibited from most steady jobs. (See Departn\ent 
of Labor ppoklets, for details.) 

2. You may wish to review^ sample application forms and 
physical fitness certification foxm with learners. 
Copies of these tarms are appended to this lesson, pages 
3-2-9 and following. .They are fairly complex, but it" 
may be helpful to s*fow»who gets involved in completing 
these applications (a, doctor, parent/guardian, and the 
youth) . Note that' sectiQns for the employer to'"rril out 
are not usually reqlj4.rea. 



Birth Certificates 

1. Tell the students that proof of age requirements for working 
papers and qther applications can be easily met with a birth 
certificate. To get a copy of their birth certificate, they 
can write to: Vital Records, New York State Department of 
Health, Tower Building, Empire State Plaza, Albany, New York 
12237, or call (518) 474-30-75, if they were born in New York 
St^ate but outside New York City ; or if they were loom in New 
York City , >'ew York City Health Department, Division of Vital 

M Records, 125 Worth, Street , New York, Ne' York 10(313. 

I 

2. Distribute copies of sample letters on pages 3-2-^3 and 3-2-4. 
Tell le^arners that they can follow these examples when and if 
they ever want or need copies of their birth certificates. 
Tell them that birth certificates from New York City cost 
?3.50 and those from the State are free if they are needed 
for employment purposes. 

3. Note that only official copies of birth certificates are us- 
ually accepted. Xeroxed copies are usually not allowed. (Kow 
do they tell the difference? Official copies have a raised or 
attached seal; a xeroxed copy won't u^ve that.) 
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Driver's License 



Briefly review the following information regarding driver's 
licenses. • State: "Some jobs require a driver's license. 
These jobs usually require the worker to be at least 13 years 
old, scnetimes 21 or 25. This is because of insurance restric- 
tions, not because of licensing or labor laws." 



State that; "There are different classes of license for diff- 
erent kinds of motor vehicles. If you are 16 or older, you may 
apply for a Motor Vehicle Operator's License at your local county 
office building (County Clerk, Motor Vehicle Section - Dr|veir's 
Licenses and Road Test UnitJ The usual procedure is to flxl 
out the 'application forT.i and obtain a copy of "Rules of the 
Road" to study. Once familiar with the rules an appointment 
for a written test can be made. The written test must be passed 
before a temporary learner's permit will be issued,. The learn- 
er's per^\t allows for practice to learn how to drive a car. 
It limits when and with whom one may legally practice. ' Once 
enough practice "driving has been done to feel comfortable and 
competent as a motorist, a road test can be scheduled through 
the same county office. Successfully meeting road test stand- 
ards qualifies one to obtain a New York State Motor Vehicle 
Operator's License." 

(Optional) You may wish to obtain copies of "Rules of the 
Road" and/or sample forms for students to look at, or you 
may do this as part of a Life Skills course. 



Questions and Answers. 
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Form AT-17 

THK UMIVKIIStTY Or THK STATE OW NtW YOMK 
THK STATS EDUCATION DCPAflTMCNT 
ALBANY, NKW YOMK 1X224 

APPUCAT10N FOR EMPLOYMENT CERTIFICATC 
Set rcvcnt sidt of this form for information concerning tmployment of minors 

All sifoaturei mutt be handwritten in ink, and applicant must appeaf in person before the certifiounf official. 

PART I<»Partncal Consent^ (To be completed by applicant and parent or guardian) 

Parent or fuarman must appear at the school or issuing center to sign the application for the first certificate for fuINtime 
employment, unless the minor is a graduate of a four-yevr high Khooi and presents evidence thereot. For ail other cenincates, 
the parent or guardiin must sign the application, but need not appear in person to do so. 

Date 

^ * '(5#cm} Stnrity ^fnmir^i 

Home address ^ — apply for a certificate as checked below: 

.Z Noniactory Employment Certificate Valid for lawful employment of a minor 14 or IS years of age when school is 
2 not -in session and during vacation periods* 

> ^ Student General Employment Certificate — Valid for lawful employment ot a minor 16 or 17 years of age when school 

O is not in session and during vacation periods. 

H FuH'Tlme Employment Certificate — Valid for lawful employment of a minor 16 or 17 years of age who is not attending 
day school. 

I hereby consent to the required medical examination and emplo}'ment certification as indicated above. 

a » 

^ 't5t> Mm rr tf Partnt or CunrdUn] 

X 

Q PART II^-Evtd«nct of Age*— (To be completed by issuing ot^cial only) 

r* — Check evidence of age accepted — Document 5 (if any) .. 

r* [Ddtt of Birth] . . J 

^ ^ , Birth Certificate-' Schooling "Record Other..^^......... 

H ' 

O PART III ^ Certificate of Physical Pitneii 

Z Applicant shall present a Ctrtsficatt of Phyiical Fitness from a ichool or privau physician. Said examination must have 

c/3 been given within 12 months prior to issuance of the employment ceruficau. 

^ If iht Certificate of Physical Fimeas is limired, the issumg ofBcial shall issue a Limited Employment Certificate (valid for a 

O period not to exceed S months), and tnttr the limiution on the employment certificate. 

C ' ' ' ■' ■ ■ . 

PART IV — Pledge of Employment— (To be completed' by ()ro:tpective employer) 
^ Part I\* iiust be completed only for (a) a minor with a medical limitatiott ^d Kb) for a minor 16 years of age who is leaving 

2 Khooi. and reiides tn a district < New Vork City and Buffalo ) which require a mu.or 16 years of age who is not employed to attend 

school, according to Section 3205 of the Education Law. 

(J Tlte undersigned will employ residing at . 

H as . — at — ; 

^ for (lay< per week hours per day, beginning ajn.......... «-......™..«..-,'pjn. 

e/j ......^ Factory * ending — a.m. p.m. 

(.Y4m€ ^/ Firm] 

Nonfactory 

' iAddrtst 4f firm] 

Starting date .............................. — — 

[TelefHonr Xnmher] lStfn4tMrt if Empteytr] 

PART V — Schooling Record— (To be completed by school ofiicial) 

Part V must be completed only for a minor 16 years of age who is leaving school, and resides In a district (New York City and 
Butfalo) which require a minor 16 ^ears of age to attend school, according to Section 3205 of the Education Law. 

I certify that the records of.......„.-..........«.««...™........... — 

(.Yam^ 4f S€h0^] [Addreu] 

show that ...................................... whose date of birth is ^..^^^..^ 

t.V«mr #/ AppiiCMt] 

is in grade .. 

iSigMtnrt ttf rrindHl cr Dftxptte] 

PART VI — Employment Certification — (To be completed by issuing official only) 

Certificate Number .^^..^^ — ^ — . • Date Issued , ...™... 

ERIC ^"^"^ 
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APPLICATION FOR EMPLOYIffiNT CERTIFICATE (Side 2) 

GENERAL INFORMATION 

V'l rmpluvnuni Cmmcate « Student Nonuctory, Student Giticral, or Tuil Time), may be used lor an unlimited number of 
•ucOcfMxc ivi) Miucvmeiiti m lawiul empioymeiit ixrmitted by the par:icular i>pe »ji certificate. 

r..nnlw>!neiit C<r:incaie Is valid for 2 yean from Ac ^iate A ;nuar.ce, ihe exception of a Limited Employment Cer:m- 
-iie \ L.ni.ted Emplo>mcnt Certificate is \alid for a maximum ot u months, and may be accepted only by the employer indicated on 
«he ^ercncate. 

.o ^ new Cenificate of Physical Fimesi U requued when applyinf for a dl^erent cypt of employment certificate, \i more than 
\2 Rionths have eiapsed since uit prtviouj physical for employmsnc 

\ii <tiHjIu>er jhail retain ihe certincate uii file for :h« duration of ;he .nuior's employment. Upon termination of employment, 
expiration oi ;he employment certificates period of validity, the crtificate >hail be rewmed to ;he minor. .\ certincaie may be 
re voiced fur cause. 

\ minor employed as a Xewipaper Carrier . Street Trades Worker, Farmworker or Cnild Model, must obum the Special \ 
Occupational Permit required. 

\ n.iiur 14 >ear$ of axe and over may be employed as a cadily, babysitter, or in casual employment consisting of yard work 
*rd sehold chores -vhen not required to attend Khool. Employmeui certification for such employment is not mandatory. 

\ii employer of a minor in an occupation which docs not require employment certification should request a Certificate of .Age. 

PROHIBITED EMPLOYMENT 

Minors U and \S years of aft may not be employed in, or in connection with a factory (except m delivery and clerical employ- 
-:ient :n ai. enclosed office thereof), or In certain haxardous occupations such as. construction work, helper on a motor vehicle, oper- 
i;iun > f .v2shtnK. {rind.nc. cuttinf. siicmc. presiinc or mixing machinery in any establishment, pc ntmg or exterior cleaning :n 
.onnec:;on .nth the maintenance of a building or structure, and otners listed in Secuon 133 of the N'ew Vork Sute Labor Law. 

!!iiiors !6 and 17 /ears of age may not be employed in certain hazardour occupations such as; construction work, helper on a 
mccor .ehicie. :he operation of various Winds of power -driven machinery, and others listed m Section 133 of the New York State 
Labor Law-. 

HOURS OF EMPLOYMENT 
Minors may not work during the hours they are required to attend KhooL 

Mm^rs U and I J years of age may not be employed ;n any occupation (except f^rmwork. and delivering, or selling and deiiver« 
mg new*spapers ) : . * . 

A. .^cer 7 p.m. or before 7 a.m. 

3. \Mien school is m ie5s;on. iU^rc ihan 3 hours on any Khoolday, more than 8 hours on a nonschoolda) , more Jian 6 days 

a week, for a maximum ot 33 hours per week. 
C. \Vhen school is not m session. .More than 3 hours on any .lay, six days a week» for a maximum of -^O hours per week. 

Minors 16 years of age enrolled in day school may not be employed: 

A. After 12 midnight or before 6 a.m. 

B. \Vh^n Khool IS in session. More than 4 hours on any schoolday, more ilian 3 hourt on a nonschoolday. more thui 6 days 
a week, for a ma.ximum of 2S hours per week. 

C When school is not m scswon: More than 8 hourt on any day, six days a week* for t maximum of 48 hours per week. 

Mnors 17 years of age enrolled In day school may not be employed: 
.A. After 12 midnight oi; before 6 a.m. 

B. Crenerally ^ More than 8 hours a day. six days a week, for a maximum of 48 hours ?er week. 

Minors 16 and 17 years of age vcho do not attend day 'Khool may not be employed: 
A. After 12 midnight o.r before 6 a.m. 

B« Generally — more ih^ 8 Ijours a day, sLx days a week, for a maximum of 48 hours }tr Week. 

EDUCATION LAW, SECTION 3233 * ^ 

' Any person A^ho lOiowing ly makes a false statement in or in relaBon :o any application made for an employment certincate or 
permit as :o^any matter required by this chapter to appear m any affidavit, record, transcript^ certincate or ,jermit L^erem provided 
for, is ftnlty' of a misdemeanor.'* 
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>Jadical Form To Acconpany Working Paper Appications 



TMt UMIVmiTY or THt 0TAT« Or MCW YOIIK 
THE STATE EDUCATION DEPARTMENT 
AUiAMY, MtW YMK 11114 

PHYSlCAl FITNISS CItTinCATION 



(nimc of school) (iddreii) 



(name of appticauit) (iddreii) 



(date of birth) (sex) 

INSTRUCTIONS: Complete part A unless certificate is limited — in 
which case complete part B. 

A. I hereby certify that I have examined the above named applicant 
and find he is physically qualified for lawful employment. 

c 

(date) Csitnature of phytictia and addrtii) 

B. I hereby certify that I have examined the above named applicant 
and find he, has a disability that requires limited employment. 

(1) Disability— ^ 

(2) Occupation — 

(3) Employer — 

(date) (siinattirc o( pbytidan and address) 

If a limited certificate is indicated, the disability, occupation, and 
employer 'must be indicated to make this certificate valid. 



C. 7. WIUJAM9 ft SON. ALtANV* N. V. 
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^ You M«y With In a Uvlory, «a w«U as In 
olheMilacisa. 

Oeiieriilly, If you art nol allandlna ragular 
Uay acliool.you may mtk 0 daya, 4S'houra a waek. 

If you are 10 and alleiiding acliool, you may 
woik up 10 4 houra a day. Mondny through Friday. 
6 houra oi\ weekcnda and holiday a, up to 6 daya 
In one week (or a maximum q( 26 houra. During 
vacallona, you may «vorfc 6 daya. 48 Houra a week, 
If you are 17 and attaa41«g achool, yo« aiay work 
OHittlde 8cIkm>I houra during vacaHeiia. • daya 
a week for a total of 41 lK»yra. 

ir you work aa a aawapapar carrier or In a 
street trade, you may work the aame houra aa In- 
dicated for a newspaper carrier 12 and 13. aene^ 
ally, you may woik between 0 a.m. and midnight. 

You need working papers for any Job, aicept 
the following: farming: caddylng; baby-sitting; 
casual emt^loymcnt consisting of household 
cliorea and yard work in and about a residence or 
the premises of a non-profit organization; and If 
a college student, working for a non-profit col- 
lego, fraternity, sorority, student association or 
faculty asuociallun. 



I 

ro 
I 
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h 

! HEW YORK STATE DEPARTMENT OF LABOR 
I DivUlen ol Labor Stondardft 
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TEENAGERS UNDER 16 

ABOUT 

WORKING PAPERS 
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STATE OF NEW YORK 
Huoh L. Car«y, Governor 

DEPARTMENT OF L. OR 
Philip Rosa. Indualrlal Commlsaionor 
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KINDS OF 
WORKING PAPERS 



• STUDENT HOH FACTORY EMPLOYMENT CER- 
TIFICATE . Fiu U)ys tttid filrls U luid 15 who 
|ih»ii to woik ilurliig vqcqIIuiis or after Kchooi 
hcjiirst Nut lugul (or woik In f^clory woikrooing or 
fur woik Involving uac of-duiigurous niiclilnuiy or 
cliuiiilcul |irucoiiUL*s. 



• STUDENT GENERAL EMPLOYMENT CERTI- 
FICATE - For boys and glfla 10 and 17 who at- 

IcAd school and plan to woik during vacations or 
after school hours. Vidld for factory and other 
lynus of woik. However, not vulid for hazardous 
oiiiployineiil such as oporoting ceitain power 
dilvun muclilnus. construction work or for work as 
a hulpur cm a motor vchhdu. 



Ul 

I 

M 
I 

H 
to 



• FULL TIME EMPLOYMENT CERTIFICATE - For 
boys and glils IG and 17 who ore not attending 
school or who ore leaving s;chool for fulhtlma em* 
ployinent. Valid for foctory or other types of work. 
Not valid for hozar(k)us employment such as 
operating certain power driven uiachlnes. con- 
struction work or for work os a helper on a motor 
vehicle. 



• SPECIAL OCCUPATIONAL PERMITS 
Form W«rk Permit - l\u boys and girls 14 and 15 

for imy form woik. and for boys and girls 12 and 
13 for farm woik llmltiMl to picking berries, fruits 
or yeuetaliles.Moyhu used for any former-employer 
but each fanner must sii^u penalt. 
Httw&poper CorrUr C«rtllicol« • For lK)ys and 
uldu from 12 years old to IB who deliver^ or sell 
and deliver, newspapers, shopping pupers or 
periodicals door-to-door. 



Str««l TrflJ«i C«rtlflcoU - Hir sell-employed 
boys and girls 14 to 18 woiklng In a stieet tiadc, 
as bootblack or selling newspapers In the street 
or public places. 



NOT£; The Student Nan- 
Factory Employment Certilicate, 
the Student General Employment 
Certilicate^ and the Fult-Time 
Employment CertiUctite are valid 
lor two years and may all be used 
/or More than one employer. 

When a minor leaven employ 
ment he should obtain the employ 
ment certilicate Irovx the employer. 



To obtain Working Popers, 
you must: 

FIRST " Qct Infomiatlon and appllcotlon form from 
your school office. If you are not attjsndlng school, 
or If you apply during vacation periods, obtoln the 
address of the certificating office from the school 
nearest your home. 

THEN - Complete the appllcotlon form which 
re(|iilres: 

• Ttit signature of your porent or guardian; 

• Your birth or baptismal record; 

• A doctor's certificate showing Uiat you are 
physlcoUy lit to woik. (11Us certificate Is not 
required for newspaper earrler permits If the 
applicant Is qualified to paitlclpate In the 
scliooPs physical education program.) 

• Your school record. If you are leaving school; 

• When leaving school for full time employment^ 
a '(Job Description", filled out by* your em- 
t)loyer* 



o Yo'^ need Working Papers - A^ply at your School Office ^'OW I 
^ BEST COPY AVAILABLt 



IF YOU ARE 12 #r 13 

When your attendance at ^cAool is not re* 
quired. You may work as a newspaper currier, 
on a farm picking berries, fruits or vegelables. 
or In any farm work on the home farm. 

Dqrlng vacotlon periods and when school Is 
not In session, you may woik as a newspaper 
carrier 5 hours a day between 6 a.m. and 7 p.nu 
When school Is In session, you may woik as a 
newspaper carrier 4 liouis a day between 6 a.ni. 
and 7 P-ni. During vaeuthni periods and when 
school Is not In session, you may woik picking | 
berries, fruits or vegetables up to 4 hours a day { 
between 0 a.m. and 4 p.m. You must be accom- *| 
panled by a>parent or present written consent of » 
parent to employer. You need^ working papers. | 
except for work on the lK)nic farinr" i 

IF you AR£ U oris 

t 

When your attendance at school is not re- 
quired. You may work In (Stores, offices, and other * 
places, except In a faetory workroom. You may 
do delivery or clerical wo:k In an enclosed of- 
fice of a faetory, and In dry cleaning stores, 
sltoe repair shops, and similar service stores. * 

When school Is not In session, you may 
work 0 days a week, up to 6 lK)urs In any one 
day and up to 40 hours in any une week. 

When scltool Is In session, you may work 3 ' 
hours a uay, M(mdoy thronch Frldoy. 8 hours a 
day on weekends and holidays, up to 6 days in 
one week for a maximum of 23 hours. 

If you work as a newspaper carrier or In a 
street trade, you moy woik the same hours as In- 
dicated for a newsputier carrier 12 luid 13. 

Hours regulations do not apply to farm woik. 
You need working papers for any Job. except 
the following: wori( on the home farm; caddying: 
babysitting; casuni eitiployiiiont consisting of 
household chores und yaid work In and about a 
residence or the premise.^ of a non-prollt oigani* 
zutlon. which does hot involve the use of power* 
driven machinery. 
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Unit 3 

Lesson ^ 



Title: 
Purpose: 



Lesson Overview 



What Am 1 Selling? 

To help students organize their personal data, work and 
educational history, and to highlight their qualifications. 



Equipment: ^one 



A. 



B. 



D. 

E. 
F. 



H. 



J. 



L. 



Activities 

Introduce the lesson 
and idea of a resiime 
or fact sheet 

Summarize selling 
points from earlier 
exercises 

Introduce "Personal 
Fact Sheet" page 2 

Summarize job exper- 
ience 

Other qualifications 

Check over students' 
work • 

Fact Sheet page 1 - 
discussion 

Fact Sheet page 1- 
completion 

Check over students' 
work 

Discuss completed 
fo'nas 

Questions and Ans- . 
wers 

( Optional) Students 
write an ad selling 
themselves as work- 
ers « 



ERIC 



Time 

2 minutes 

5-10 minutes 

2 minutes 

5 minutes 

5-10 minutes 
5 minutes 

5 minutes 

5-10 minutes 

5 minutes 

3 minutes 
2 minutes 

5-15 minutes 
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Resources/Materials 



Handouts from earlier unit. 



Handouts: "Personal Fact Sheet" 
(page 3-3-2 and 3-3-3). 



"Personal Fact Sheet" (page 
3-3-2) 
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Page 1 



My Personal Fact Sheet 



One w^y of organizing the facts taost comraonly needed in a job search 
is to fill out a form like this: 



L^ame 



Address 



Phone 



Social Security # 



Date of Birth 



Ele- 
ment ar 

High 
School 

Col- 
lege 

)ther 





Years 


Dates Attended / 






School & 


com- 


From 


To 1 


Courses 


Graduated 


Location 


pleted 


mo . 


yr. 


mo. 


vr . 


Mai or 


Decree 


r 












I 





















































Extra-Curricular Activities: 
Intecest^Kobbies : 



References 

NaiiB Phone No. RelationshiD 



Address . Occupation How Long Knovra 



1. 












2. 


i 










3. 




^ 
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Page 2 

Job Experience - Starting with most recent position. 

1 2 



\ ^4 ^4 j% M 

Auarcss 




rnone 




iype or Business 




Supervisor 




Job Title 




Salary: Starting Ending 


Starting Ending 


UaUe ClOuI/. lO 




Job Duties 












Reason for, Leaving 




& 





Strengths, Abilities, 
Skills I Can Offer: 



Demonstrated by; 
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Cnit 3 - The Job Search 
lesson 3 - What Ani I Selling? 

A. Introduce the lesson by saying; "As you remember from che film 
Sell Yourself, it is important to put your best foot forward, 
to present the best image of yourself. One way to cet starred 
with that is by writing down your good points on a niece of oaser. 
summarizing your sales pitch." " ' ' 

t 

"VThen we discussed the papers you niay need for working/ 
someone mentioned resumes." (If no one did, mention it now as 
another paper needed.) "A restpe is on^. way of listing vour 
experience. It is a way of advertising yourself, and you send 
or give it to employers for whom you would like to work. Another 
zorm is called a Personal Fact Sheet . This isn't as well known 
as a resume/ but it can be even more helpful. It's somethinc: 
you keep with you to help you fill out applications and do well 
in interviews. We will begin developing your oersonal fact 
sheet today." (Resume writing is optional and^discussed in 
lesson 3S. If you think it would be appropriate for your class, 
and plan to treach it, mention that here.) 



3. Continu/ with: "Before a person can fill out a personal fact sheet 
(or write a resume) , he/she should be sure to have a clear cloture 
of his/|ier good points* What do those consist of?" (Strengths / 
abilities/ skills, values, experience/ training/ education/ gtc, 
After brainstorming/ tie these back to relevant self-awareness 
exercises from the previous unit. Help learners go through their 
papers and identify those papers which are relevant. 3e sure to 
pull their "Range of Work Areas" handout (page 2-3-2)/ 
their "Strength" handout (page 2-1-2) and the "You the Worker" 
(circles) handout (page 2-4-3). 



C. Distribute the "Personal Face Sheet" handout, page 3-3-2/ and 3-3-3. 
Tell the students to turn to page two. State: "We're starting 
with page two because this is where all the information we just 
collected from the self-awareness exercises plugs in. We'll get 
back to page one soon." 
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D. Job Experience 

1. Ask students why an employer might want to know all this in- 
formation about their previous jobs. As if they believe that 
these questions exist on applications. Tell students that 
knowing your job title or the Aarae of your- company isn't 
enough. Say that most applioations ask at least 4 questions 
about each job* they have had/ some ask up to ten! 

2. students identify their past job experiences. If they 
did odd jobs, have them list that as being self-employed; 
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if they ^-did volunteer work over a period of ti.-e, have 
them list that. If they worked in' a DFY ad*-ninistered 
program, have them list the emolcver as: "New Yo>-k"stat* 
(youth employment prof ram) " or" "CETA training orograta"," 
or wnatever it was, bat they shouldn't soecify" d?Y as the 
employer. " 

• If they have limited experience, ask if they have thought of 
doing work without pay to get more experience. 

. Reason for Leaving. This can be a tough one to answer* Stu- 
dents should not lie, but should not just put down "fired" or 
"quit". If they left under negative conditions, thev should" 
try to explain them briefly: "I needed to spend more* time in 
school, or I started a training program, and this limited the 
time I could spend at work; I wasn't properly qualified for 
the job; other activities interfered with my* reporting to work 
(and I have changed these now) ; I did not get along with one of 
the managers"; etc. If they le^ft because they were going into 
a DFY facility, they can state Vnat they moved. 



The last section draws upon the other self-awareness exercises. 
To make these job related students should be able to list things 
thiit are applicable to jobs; and under the column "Demonstrated" 
by", they should list a work activity or other activity which 
utilizes each skill or strength (e.g., leadership - club presi- 
dent, team captain; auto mecnanics - helped tune-up 7 cars, or 
completed an auto mechanics course; good comiAunicator - get alone 
well with other people; etc.) 



When students are finished, check over their work and encourage 
them to help students who are going more slowly. V?hen everyone 
IS finished, have them turn to page one. 



Continue with: "Mow we will complete page one. This is your 
identifying information/ educational history, and reference 
information." Have students look at page one, and begin a 
c-scussicn with the following questions: 

"Why would an employer want to know this information?" 

"What do all these words mean?" (Especially^ review Refer- 
ences. Many youth have difficulty identifying people who 
can be a reference for theiA. Suggest: a teacher, a minister, 
a family friend who is a business person, a coach, a staff 
member of a community center, a former employer, etc. They 
should always ask the person's permission before listing 
them as a reference. This is a courtesy, and it helps the 
reference person prepare what s/he will say if an employer 
calls. Students should be sure the phone number, address, 
and spelling of the reference person's name are accurate.) 

e: Date of Dirth is included because if students are under 
IS/ an employer can legally ask for their age and may ask 
for their date of birth. 
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3. "How many of you know all this information?" 

4-. "Kow many of you •think applications ask for all these facts?" 

5. Look at the layout and note the doubling up of items such as 

"school and location''/ ' and References: "name and address", etc. 

H. State: "Let's begin filling in page one. Take your time and do 
it right. If yoa have a question, ask. 3e complete. , ?ut>, all 
dates in correctly." 

l^ote: ' Students may need to know how shorthand dating (6/30/31) works 
and why "6" means June, "10" means October, etc. Don't assume 
they know it, 

\^ * 
!• Go. around and check each student's work. Encourage those students 
who finish quickly to help oth^r-students. 

J. When students are finished, tell them that they will see the value 
of this infor?[\ation in later uni^s on Applications and Interviews. 
For now, have them review the form and note what they see as pot 
entiai strengths an4 weaiknesses among thei;: Personal Faciis, a^ 
relates to job hunting. You may want to discuss any observations 
\ they make. - , ' ci . 

K. Questions an'a Answers. ' 

L. An optional, but upbeat exercise which can begin^to demonstrate 
the value of the Fact Sheet: Ask studfints to write a short ad 
adver::;.sing themselves as workers, e.g., "For hire, a Ka2>d-working , 
experienced woodworker. Likes co work with ^is hands, gets alpng 
wi^ih people and is reliable. Good referenced." Have them read 

their ads to the class. 

1^ ^ 

1. A variation on this is to have students pair up and have Student 
A describe his good points to Student 3 who is his agent or man- 
ager. Student 3 then 'writes the ad and reads it with a "hard 
sell" sales pitch.' 

2. Another variation for students with difficulty writing is for 
them to use the words on ^the fact sheet to give a short spoken 
pitch advertising th^ir strengths and abilities. 
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Unit 1 



Lesson 3S 
(Supplemental) 



Lesson Overview 



Titlfes 
Purpose: 



ilesxme Writing 



To help students understand what resumes are and how they 
are used. To have students begin to write their resume/ 



Equipxnen t : None - 



Activities 

A. Define "resiame" 

3. How resiomes are usee 
and why 



C. Writing a resiame 



D. Cover letters 

E. Writing <Sover 
letters 

F. Questions and An- 
swers 
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15-30 minutes 
lor more 



Time 

3 minutes 
3 minutes 



3-3S-1 



Resources/Materials 



Handouts - sStmples page 3-3S-2 
and 3-3S-3. 
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Samole Resume 



Lawrex^ce Penright 
Flagg Road 

Status To\me, Texas 92345 
Education 

Status To\me High School 
Goodwill Lane • 
Stacus Towne, Texas 92345 
Graduated June 1980 

Activities 



Skiing club, swim team, football team, 
debating team, co -editor of Status Towne 
school newspaper ( 



Home phone number (867) 555-2810 



Special Skills and Training 



Typing (45 wpm) , Business English, 
Sales Clerk, Receptionist 

Work Experience 

!• 12/80 - 9/81, Paper Products Company, Paper Lane, Status Towne, 
Texas 92345. Receptionist, answer phone, type memos, filing, 
give out information, open and stamp mail, and keep suppiles 
up to date. 

2. 12/79 - 11/80, Men's Clothing Factory, Broomhill Road, Status Towne 
Texas, 92345, Sales Clerk, tagging clothes, cashier, sales person, 
customer assistant. 



References 

Mr. John Smith 
Manager 

Men's Clothing Factory 
Broomhill Road 
Status Towne, Texas 92345 
,(867) 555- 5310 

Mr. William Jones 
Co- Owner and Manager 
Paper Products 
Paper Lane 

Status Towne, Texas 92345 
(867) 555-2232 



Anne Friendly 
Housekeeper 
Morris Lane 

Status Towne, Texas 92345 
(867) 555-0091 



Hariet Horton 
Bookkeeper 
Elk Drive 

Status Towne, Texas 92345 
(867) 555-3205 
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Sample Resume 



(Resumes can be written in many ways. This is one good format. How 
you design this is up to you, choose the information that makes you 
look good.) 

Resume 

Your Name„ 
Your Address 

Your City and State, Zip Code 
EDUCATION 

Mame of last school attended, address (If you have graduated, say 
and give date. If you are still-.in school, say so and give grade. If 
you dropped out don't mention it.) 

/ ' . . ' 

^ctivities (team sports, clubs,,.etc.) 

c 

SPECIAL SKIUJ?. OR TRAITJINfl 

WORK EXPERIENCE - (Start with your most recent job) 

!• Dates (from - to) Company name, address, position, duties 

2« Same information for previous jobs, ^ ' * 



Your phone number 
(or a message phone) 



REFERENCES - (Don't use relatives) 1. 
Name 

Position (at work if employed) 
Address (at work if employed) 
City, State (at work if employed) 
Phone Number (at work if .employed) 
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Unit 3 - The Job Search 
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Lesson 3 j Supplement - Resiome Writing 

Note: This is most effective with advanced students who have good 

writing skills. A poorly done resume is worse than no resume, 
as employers don't expect resumes from youth. Resumes are 
primarily requested for positions requiring advanced training 
and experience. 

A. Introduce this lesson by saying that: "A more polished form of a 
personal advertisement is called a resiame." Ask if anyone knows 
what a resume is or looks like. You may want to write a defin-j 
ition on the board. Use one of your own or: 

resume - a summary of a person's work experience emd qualific- 
ations, usually typed on one sheet of paper. 

3. Continue by saying: " 'Selling yourself is important in the job 

seeking process. F< : personal advertising, a well prepared resume 
can help. It can tell: who you are, what you know, what you can 
do, and why you should be hired. It is a job hunter's top selling 
aid, a door opener, a major point for discussion." Ask if stu- 
dents know how resumes are used. Discuss why .^>hey are used."" 
Note that they are usually used for professional level jobs, 
but look good for any job. Say that some want ads in newspapers 
specify that a: resume be sent in to apply for the job. 

"N^^alse advertising is allowed, but a good, attractive and 
organized resiame gives you an edge on the competition. YoUr 
resume may go to .an employer before you, and stay after 
an interview as a reminder of you, so it is worth an extra 
effort to have it done well." 

C. Say: "I have a sample resume for you to review and a guideline 
for you to develop a resume of ;^our own." (Handouts, page 3-3S-2 
and 3-3S-3) 

1. Distribute samples, and discuss and formulate with participants 
a format for, and content of, their resumes. For a beginning 
worker, this should be less than a page, emphasizing skills 

and abilities with documentation to support these Claims. ^ , 

2. For students who have had no steady work experience, they can ^ 
write a brief paragraph identifying their skills. This can be 
followed by a second paragraph which begins with: "Some of the 
experiences I've had that demonstrate these skills include..." 

3. Remind students: "The purpose of the resiame is to interest the 
employer in you and in the ways you can deliver on the job. 
Keep that in mind when you wr|te your i^esume." 

3-3S-4' ' 
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4. Have students write their resumes. Go around and help them. 
Encourage them to work together^ comparing their resumes 
with each other* Have them work on the resume until it is 
fairly well-polished* 

5. If they have access to a typewriter and have skills in typing 
a complicatea layout , encourage them to type the finished pro 
duct. If you have access to a typewriter or a. typist and can 
have it typed for them., that would be a valuable graduation 
gift for them. ^ 



Discuss briefly how a resurae is used. Ask students: 

"V7hat do you do with your resiome once it is typed?" Answers 
should inplude that they cam give it to employers as- they 
conduct their job search/ bring it to interviews , and give it 
to friends and relatives for them to pass around. 

Be sure to point out that some newspaper want ads (Lesson 5) 
ask applicants to mail in their resume. In that case, ask 
the students if they should send in anything along with their 
resume, if they don't know about cover letters / discuss these 
^bifiefly. Cover letters should: 

1. Be written as a business letter (see Lesson 7S) . 

2. Briefly explain the purpose of the letter: 

a. That the writer is applying for a job. 

b. The name of the job for which the youth is applying. 

c. Where' s/he heard about it. 

3. Highlight the applicant's most relevant (to the job) sales 
points (strengths, abilities and interests). 

4. State that a resume is enclosed (even though that's obvious) 
and how the applicant can be contacted. 

5. Always accompany resumes that are mailed. 

If you wish/ have students draft practice cover letters for 
a specific job. 

Questions and Answers. 



3-3S-5 



184 



Unit ± 

Lesson _i 



Title: 
purpose: 



Lesson Overview 



Resources 



To have students become aware of the large variety of 
resources available tp them as thciy conduct a job hunt* 
To have students learn how to use theie resources. 



Equipment: video tape player and monitor. 



Activities 

A. Introduce job hunt- 
ing resources and 
brainstorm a list 

Video tape of a job 
search 

C. Discuss video and 
expand list of re^ 
sources 

D. Further define and 
discuss resources. 
Spend some time on 
each resource 

E. Summary 

F. Questions and 
Answers 
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Tine 

5 minutes 

15 minutes 
5-10 minutes 

10-20 minutes 



5 minutes 
2 minutes 
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Resources/Materials 



Video tape - "Just Around the 
Corner," tape #3. 



Resource Book - large phone 
book with "Yellow Pages", If 
possible, one for each student. 
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Unit 3 - The Job Search 



Lesson 4 - Resources ^ 

A. Begin the lesson by stating: "The most important thing to remember 
about job^hunting is to use all the resources (places you can turn 
to for help) you can. Most new jobs are gotten through self-help.* 
Ask learners if they have any idea where they might find informa- 
tion on job openings. Brainstorm and list appropriate answers on 
flip chart. These should include: 

ramily public agencies 

friends civil service 

relatives private agencies 

school resources yellow pages 

newspaper ads local businesses 

trade magazines library 

help wanted signs labor unions 

neighborhood bulletin boards chamber of commerce 

community organizations 

If they have not generated a complete list, don't worry about it 
for now. you can add missing items later. Don't discuss these 
resources at this point unless students have questions or comments 
regarding them. 

B. Show "Just Around the Corner" tape 3. Introduce it by saying: 
"A guy named Larry has just been laid off from his job and the 
movie opens with him coming home in the middle of the day. His 
wife BJ is expecting a baby soon." (Be sure students know the 
difference between being laid off an^d fired.) Tell students as 
th^y watch tne fi\lm to see what resources Larry uses in his job 
search. Show tfie'-. film. 

\ 

C. Alter the film, hav^s a short discussion. Talk about how Larry 
felt and what he coiiJ^d have done to improve things. Talk about 
the resources he used, and see if students can add any resources 
to the list generated the start of the lesson. Fill in those 
items they still don't mexition. 

■ \ 

D. ' Go down each item on the lis^ and ask students to define what each 

resource is, and why they can.be useful. Briefly discuss how to 
use these resources, except for want ads and employment agencies 
which are discussed in lessons^ 5 and 6. The information which 
follows may be helpful with your discussion. Emphasize that these 
resources can help students conduct a winning job search. They 
can also help keep the job hunting blues away by giving youths 
more leads, more hope, and faster results. 
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1 . ?aiuily-?.ela-,:ives-Friends 

"The people you know work at a variety of jobs. Talk to thera 
ana ask what their jobs are like, how rauch training and education 
is needed, and what the possibilities for advancement are. Tell 
then you're looking for work, and the kind of work in which you 
are interested. Ask them if they have heard of any job openings^ 
and to keep you in mind when they do. Many employers tell cheir 
employees that they are looking for new workers and they listen 
to recommenaations from their good employees. So, talk to as 
many people as you can, and tell them you are looking for a job." 



2. School Resources 

"Whether you just left school or left some time ago, you should 
feel free to go back and talk to a counselor about your qualifi- 
cations for a job. Your school records and all your test result 
are still available. If you don't want to go back to school, you 
can ask a social worker or probation officer to get the informa- 
tion from the school and review it with you. It may help you 
complete your Fact Sheet, applications, and do better in inter- 
views . " 

"Sojr.e school guidance counselors specialize in helping students 
witn their job plans. A counselor can help you put together a 
reaxistic picture of yourself and your career goals. By asking 
yoa certain questions or giving you special tests, a counselor 
can help you better understand who you are and what job would 
oest suit you. Also, s/he may go over your school record with 
ycu, tc find areas that^you need to improve if you want certain 
kinds of jobs. S/he can tell you if you may have trouble meet- 
ing the educational requirements fof certain jobs. School coun- 
selors also have job contacts and they may be able t*; arrange an 
interview for you. So don't write-off school. Go back for a 
visit, even if you .didn't leave under the best of conditions." 

3. Kelp W.anted Signs - Bulletin Boards 

"Has anyone ever seen a help wanted sign? Walk arouf^d the busi- 
ness district. Check business windows for" help wanted signs. 
You can go through industrial parts of town where many industries 
are located. Seme compcinies have 'help wanted* bulletin boards. 
Check these often and call the company's personnel office." 

"Bulletin boaras are sometimes located at neighborhood grocery 
and drugstores. Job openings are often posted there. ^ They are 
sometimes also posted on \ bulletin boards in a: post office, 
town or city hall, librai^es and other public buildings," 

For DFY youth: "Notices may also be posted in the office 
of vour aftercare worker." 
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4. Labor Unions 

"Labor unions are organizations o5 workers who all do 
the same kind of job. Carpenters form a carpenters' union, 
nurses a nurses' union, teachers a teachers' union, etc. If 
you are interested in a particular kind of work, find the near- 
est union representing that trade or profession and ask them 
for suggestions on where to look for a job. 
They may also give you good leads on training programs. If 
you don't know much about unions, they can fill you in on that 
subject also. How do you find these unions? Through the yellow 
pages." (See number 6 below.) 

*^]ote; Labor Unions are discussed in depth in Unit 8, Lesson 6. 

5. Local Businesses 

"Who "would know about who has job openings, if not the employers 
themselves! A tried and true method of finding openings is by 
visiting every company that interests you, and asking them dir- 
ectly. It's hard work and takes a long time., but looking for a 
job is a full-time job. (Did you think I was exaggerating when 
I first said that?) Try to talk to the boss or manager at a 
small business when he/she is not busy (don't hit McDonald's 
around noon!). Ask him/her for a'dvice about finding a job. 
Bosses talk to each other; they know where there are open jobs. 
This process is the heart of the job search, but we'll hold our 
discussion of it until later since you haven't got all your job 
search tools lined up yet." (This is discussed in Lessons 7 and 
8, after all resources are fully explored.) 

6. The Telephone Book: The Yellow Pages 

"One good wa:;^ to organize your job search is by using the yellow 
pages, what are the yellow pages? Discuss the difference be- 
tween the white aria yellow paces. Bring in copies of a metro- 
politan phone book. Show the class how they could find Burger 
King, Joe's Garage, or Grand Union in each section, ^'ote that 
gas stations, garages, repair shops, etc, are usually listed 
only under service stations. Supermarkets may be listed under 
Groceries, drug stores under Pharmacies. It takes some time to 
find the right headings. Note that these headings are in alpha- 
betical order. Show them how to find Labor Unions. Explain that 
the phone book has the phone number and the address of each 
company listed. (Not all companies are listed, but most are.) 

Have the class spend some time looking' up types of businesses 
that would have jobs that interest them. If they are interested 
in cooking, they should also look up Nursing Homes, HospiTials, 
and other large institution? that serve meals. Auto mechanics 
can look up che Highway Department, new car dealers, taxi com- 
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panies; car rental agencies. Encourage them to think. "Remem- 
ber all the jobs involved in making a pencil?" (Unit 1 Lesson 3) 
Snow them how they can find other resources here: employment 
agencies; government agencies ; social service organizations ^ 
churches; schools; etc. State that by using the phone book 
tney can complete a list of everywhere they want zo go to look 
ior a job; and so be more organized about their search. 

i 

Take some time for questions and answers if there are any. 
j>lote that in large cities ; the yellow paces may be a separate 
book. 



Chamber of Commerce 

"This is an organization made up of local businesses. You can 
find the local Chamber of Commerce in the white pages of the 
phone book. If you go there; they will often let you look at 
a list of all the local businesses; usually organized by cate- 
gory; much like the yellow pages. Sometimes someone there might 
know about a company that is hiring (looking for new workers)." 



Library / 

"Most libraries have books to help you write resumes; and con- 
duct a job search; so if you forget what you are learning here; 
vou can look it up at the' library. They may also have bulletin 
boards listing job openings; the local paper with want ads ; ana 
other job information. When you go, tell the librarian what 
kind of information you are interested in and he/she will be 
hapov to show you where to find it and how to use it. Some 
libraries have staff people who specialize in helping other 
people find jobc; write resiimes; or explore, career decisions. 
A 5k!" 

Civrl Service 

"Most government jobs are under what is called Civil Service. 
You have to pass a written test for almost all civil service 
jobs. The United StatesCivil Service Commission tests anc 
hires people for federal jobs. You can get information and 
application forms at most post offices. You can also get appli- 
cation forms at the United States Civil Service regional of rices 
or by writing to the United States Civil Service Comraission, 
v>7ashington; D.C. 20401; or from the local Sta^te Employment/ Joo 
Service office. Your State Department of Civil Service tests anc 
hires people for most state jobs. For information on a state 
job; go the the local State Employment/ Job Service Office or 
State Civil Service Office. Some libraries also have this 
information. Most counties and cities also have their own civil 
service agencies that test and hire people for county anc city 
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jobs. You can get more information about these jobs ac zhe city 
or county personnel office or their Civil Service Commission 
Offices. You can find the phone number in the blue paces of 
some phone books or in the white pages under the government 
listing. " 

"Civil Service usually lists all the tests that are coming up 
for that branch of government. The list changes every month 
or so. Sometimes Civil Service also lists job openings for 
.which tests are not needed. There are books written to hal? you 
with these tests. Your school counselor will probably be able 
to tell you about these books." 

10. The Want Ads 

"This is one of your best resources. It la a list of job open- 
ings and that's precisely what you are looking for! We are 
yoing to discuss these in more detail tomorrow." (If you want 
:aore" information on want ads, see Lesson 5.) 



11. Employment Agencies - Public 

"The State Job Service is the biggest of these. It has a list- 
ing of many types of jobs. Most are full-time and require a 
high school degree and some experience. Some agencies have 
special youth employment programs / but all have some jobs that 
have minimal training or experience requirements. V7e will find 
out more about the Job Service in a few days," 

' i 

"Another public employment service is CETA, an employment and \ 
training program. CETA has special limits on who is eligible 
for their services and the kind of programs they have vary from 
county to county. The people at the Job Service can tell you 
about your local CETA program and how you can find out more 
about it. " 

12. E.-npioyment .Agencies - Privace 

"Private employment agenci^ss are similar to the Job Service / 
with one big exception: they charge you a fee (money) . Private 
agencies have a variety of jobs they try to fill for employers. 
They can save you some of the time and trouble you spend look- 
ing for a job/' but they cost money. They will ask yo^ to sign 
a contract when you get there saying that if you get a job throucr 
them/ you will pay them a pre-arranged fee. We will^ discuss 
these agencies in a few days." 

13. Temporary Employment Agencies , 

"Temporary agencies are private agencies that help you find tern- 
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corary jobs. They usually don't charge a fee. They usually 
pay the mini:aun\ wage for ]Obs that last from one day up to 
a 'few months. They provide a source of money and experience 
while you are looking for a permanent job." 

14. Community Organizations 

"Many community agencies such as the Boys' or Girls* Clubs / 
the *Y\ the Urban League or a community center have youth 
employment programs, or just know where you might be able to 
find a job. They are usually free and worth 'checking out'. 
Sometimes they have odd jobs available. Like temporary jobs, 
they bring in some money, and can give you experience and 
references . " 



£. Summarize this discussion with the following points: 

Mote: The numbers at the start of each paragraph correspond to the 
resources as numbered in Section D, sbove. 

1., 2., 3., and 4. "Friends, Schools, Bulletin Boards, and Unions 
can give you two types of leads: hot leads when they tell you 
about a job opening they know about; or cold leads when they sug- 
gest a company for you to contact, but they don't know if there is a 
job open. In either case, it's up to you to follow-up on those 
leads. We'll discuss how to do that in a later lesson • In 
that lesson we will also talk about, how to conduct your door to 
door job search." {# 5) 

6. and 7. "The Yellow Pages and the Chamber of Commerce are two 
ways to sort out the businesses that have jobs that may interest 
you. They help you organize your job search." 

8. and 9. "The Library and Civil Service are two sources of job 
leads. " 

10., 11. f and 12. "The Wane Ads and the Employment Agencies 
(Public and Private) are among your best sources. We're going to 
spend the .next few days exploring these more fully." 

13. "Temporary Employmenc Agencies give you something to do and 
some money coming in while you are looking for work. You may find 
a hot lead while working at a temporary job." 

14. "Community Organizations have a lot of possibilities. Some 

can offer you leads, others may have cbunseling or training programs, 
and still others may act as employment agencies." 



F. Quescicns and Answers. 
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Unit 1 

Lesson _i 

Lesson Overview 
Title; Using Help Wanted Ads 

Purpose; To teach students where to find and how to use newspaper 
want ads* 

Equipment; None. 



Activities 

A. Introduction 

B. Understanding want 
ads 

C* Finding a "real" ad 



D. "Situations Wanted" 



E. Wrap-up 

F. Questions and An- 
swers 

G* Optional exercises 



Tine 

5 minutes 

10 minutes 
LO-15 minutes 



5-10 minutes 

5 minutes 
2 minutes 

5-20 minutes 



Resources/Materials 



Hatndout - "Understanding Want 
Ads" , page 3-5-2. 

Resource - current newspapers 
with enough classified sections 
for each student or "Sample Want 
Ads" handout/ page 3-5-3,, 

"Situations Wanted" column from 
the Classified section of a 
newspaper. 
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Nkme 



^ Understanding Help Wanted Ads 



A. PARKING GARAGE Attendant, 
Full-time 5 days. Exper- 
ienced, Report bet. 10*-11 
an. South St. Garage, A9 
South St. No calls. ' 

What do these mean? 
1« bet. 



2. St. 



1. What is the job title? 



2, Where is the job located? 



3. How would you appply' 



4. How much would you work? 



5. When should you apply? 



B. WAITER/WAITRESS. F/T. Exp. 
Call or stop ln«Joe's Diner , 
Main St. 449-3021, ask for 
Tom. 

What do theso mean? 

1. F/T 

2. Exp. . 



C. SALESFERSOH needed. Beg* 
imned. 15-20 hours per.wk. 
Gift shop, North St. Exp. 
not nec. Must b^ hard wkr« 
429-0180, Sally. 

What do these mean? 

1. Beg. . 



2 . immed • 

3. hrs. _ 

4. wk. 

5. nec. J_ 
6 • wkr . 



1. Do vou need experience for this 
job? ' 



2. Who is Tom? 

3. How should you apply?^ 



1* What kind of job is this ad for? 



2. Is it full-time or part-tiae? 



3. Do you nj^d experience? 



4., What kind of worker are they 
looking for? ' 



5. How would you apply? 



D. Seci:atary /Clerk'* No. exp. nec. 
p/Tto start. Exc. oppty. for 
promotion. Apply, Box 603, W. 
Ellen, NY 40321 

What do these mean? 

1. p/T ; 

2, Exc. 
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3. oppty. 

4, Box 603 



1. Is this a full-time job? 



2, Will it become full-time later? 



3. How would you apply? 



4. What expei^ience do you need? 
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SAMPLE WANT ADS 



cashier/deli person. Must have prior exp. 
In either position. Full' time work for 
dependable person. Apply 9-ll«.m. Deli- 
Ernst, 407 Turner Blvd. 249-1020 

AUTO MECHANIC for growing company, must 
have 2 years experience exhaust & brake 
installation, some front end experience 

preferred but not necessary, good ben- 
efits. Call 431-4022, dp.ynlme. ^' 

OFFICl! CAREERS \. . 

^ All Fees Paid 
Secretary 
Excellent typing and steno requirjid. 
Duties include phone work,, cort^espondence, 
appointments and' filing ^ 35 hour work wee^k. 
Benefits, salary to $9,500. Job-Scene 
341-2046 

TELEPHONE SOLICITORS, ixxmediate openings * 
for experienced, highly motivated per- 
sons. Full time days. Starting salary 
§135. .per wefek. Apply in person from 
1-6 pm. 307 Thompson S£. 

GENERAL OFFICE Worker for a medical 
billing office. Many duties, young growing 
Co. Experience preferred but not nec. Send 
resume to; Box 2731 Times Newspaper. 

COUNTER HELP, cashier /cooking exp. required. 
Mln. wage to start. P/T eves. Apply by mail: 
40^ Salem Avenue, Albany 12304 

CARPENTER *S HELPER, full-time, seasonal. Good 
pay, no bene. Own tools, some exp. Call Ron 
78^-2132. eves. 

CASHIER, supermkt., p/t.and f'/t mln. wage. 
Exp. helpful. Apply in person, 32 State St. 

HELP WANTED, Maintenance, Cashiers, Laborers, 
Secretaries. F/T, P/T, some exp* Immed.«. 
openings. Call 463-0797, Johnson Agency.' 

MAINTENANCE Workers, F/T, Inmed. Glen 
General Hospital, Southbridge Rd. Apply, 
Personnel. 



\ 



\, 



ERIC 



Unit 3 - The Job Search 

i^esson 3 - us-ng Kelp Wanted Ads 

A. Review information discussed regarding want ads in the orevious 
4»esson« 



B. 



^* ^w^^^f®''^^ ''S^^v.^^u^ ''^''^^^ (Among other things, 

they are one of the best sources of job openings.) Also, ask 
them where- these ads are found. . 

2. Ask "Students how these ads get in the paper, why they are put 
tnere and what they look like. Mention that most are placed 
directly by the eraployer, but some are placed bv employment 
agencies. Discuss this briefly. ' f-L«yment 

0 

Distribute the handout "Understanding Wai^t Aas" (oage 3-5'<2) . 
txplam that tnese are the copies of actual want ads. Do 
discus * exercise, or have students complete and then • 

Have students brainstorm all the information that is contained 
in want aas. List on a flip chart and discuss. Summarize: 

"A want ad can tell a \ot about a job: the name of the job, 
wnp the -employer is, or which agency is being used, when the 
DOD starts, what skills or experience is needed, where the 
Dob or agency is located, and/or the phone number of the job 
or agency. The ad might also give other information, but some 
aas are very orief. (The newspaper charges by the line.) 
Sometimes the ad says whether the job is full-time or oart- 
time, what the salary is, what the working hours are, what 
fringe benerits the job offers and whether you .are required 
to proviae any special tools, or equipment. The ad also tells 
you now to apply for the job: in person, ^»y mail, or bv 



onone. " \ 

' ' ' \ 



.C. Dis-tribute real (current - local and/or NYC) newspapers. ' 
These should be as complete as possible so students can see 
where the ^ds are found, but don't let the sutdents read the 
news and sports sections'., if this gets to be a problem, just 
aistriDute the classified sections and have only one complete 
paper to sh6w students how it all fits together. Ask stud^ts 
to find the Want ads, and. review the terms "Classified" and 
"Help Wanted '*\^ 

1. Ask them to read through the ads and find a job that interests 
them. Encourage questions as they go through the paper. Set 
a time limit for them to choose „ an ad. This may be difficult 
for them and time consuming, so as a back-uo or alternative, 
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cut out ads appropriate for the students and paste then on 
index cards. Have students select one which interests them. 

2. Have them discuss what Information the ad contains, and how 
they would follow up this lead. (Optional - haVe them role 
play,. write sample letter, etc.). 

Note: In place of real want ads, you may use the ones on the hand- 
vout titled "Sample Want Ads" (page 3-5-3). They may ba 
handed out as a sheet or cut up and pasted on index cards. 

D. - Immediately following the "Help Wanted" section in most news- 

papers IS the "Situations Wanted" section. Many students are 
confused, by this latter section and think it: is a continua- 
tion of "Help Wanted". 
. . Ik . 

1. Point out this "seption to the students and ask them:, if 
they can figure out what it is for and how it differs 
from "Help Wanted". . 

2. Be sure to explain that these ads represent people who are 
looking for work (usually odd jobs) . These often include 
babysi.tters and "handy-people" (carpenters, cleaners," 
trash haulers, etc.). These people: advertise their skills, 
abilities, and availability, and say how they can be con- 
tacted (usually by phone) . 

3. After students have fotihd out what those ads are for, ask 
them to briefly write or state an ad tlxey could put in the 
"Situations Wanted" section about themselves. 

E. Wrap-up. Review briefly the' value a^d use of the want ads. 
Then ask students where they can get a "fresh" set of want 
ads (buy a paper, borrow the classified section from a neigh- 
bor, go the library, etc.). Conclude with: "JThe key to these 
want ads is that they get stale very fast. Often by 10 a.m. 
of the day they come out! What does that tell you? A job 
hunter has to get up early and buy or borrow a copy of the 
morning paper in the morning, before 9 a.m. That way you'll 
be ready to contact the businesses you are interested in as 
soon as they open. This will give you the jump on the com- 
petition and impress the employer with your speed in getting 
things done. All bosses like someone who is fast, accurate, 
and on the job early." 

F. Questions emq Answers. 

G. Optional Exercises 

1# Want Ad Dictionary: Mauiy newspapers are reducing or elimi- 
nating abbreviations, but you may want to discuss some 
common ones. 

2. You may want to. divide the class into several groups. Give 
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3. 



/ 

each group^/a job description and have them try writing an 

ad« Then ;have~ the other grouns read the ad and try ' to describe 

the jot ii adv^tises./ 

Use the j.0 ads on the /Sample Sheet (page 3-5-3). Divide the 
class in: grou^ps and have each group; choose one ad and describe 
how they would respond to the ad, ;kaye the other grpups guess 
which ad they were referring to and have them critique the first 
gr9up's approach.. / ^ ' 



/ 
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Unit L 

Lesson ^ 



/ 



Lesson Overview 



Title; Employment Agencies 

Purpose: To explain the three basic types of employment agencies; 
how to use them; and what to watch out for. 



Equipment: video tape player and monitor. 



Activities 



A. Introduction 



3. Show video and dis- 
cuss 

0. Private '^employment 
agencies 



D. Government employ-- 
ment agencies ' 

E. Temporal^ emploiinent 
agencies 

F. Following-up 

G. Suiomary 

H. Questions and An- 
swers 

I. (Optional) "Real" 
samples 



ERLC 



Time 

2 minutes 

20 minutes 

3 minutes 

i 

8 minutes 

3 minutes 

2 minutes 
5 minutes 
2 minutes 

5-15 minutes 
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Raaourcas/Mkterials 



video tape - "Just Around the 
Co.mer" tape #4. 

Resource - newspaper wauit ads 
with ads placed by agencies 
highlighted* 



Brochures and/or ads written 
by employment agencies. 
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Unit 3 - The Job Search 
Lesson 6 - Employment Agencies 

A. Introduce the lesson • Remind "students that in the last video- 
tape shown, Larry had found something in the want ads thai: looked 
good. He called the phone number listed and set up an interview. 
Tell them that they will now see where that particular want ad 
took him. « 

B. Show the video tape (#4) and discuss it. x 

Note: Depending upon the flow of your class, you may wish to intro- 
duce the subject of Employment Agencies first and use this^ 
tape at the end of the lesson as a. review. You may also wish 
to stop the tape several times 2uid discuss each section; after 
he leaves the private agency, after his talk with BJ, and 
after his visit to the job.. Service. 

C. Private Employment Agencies ^ . 

Emphasize the contract; tell them they only have to pay if they ^ ' 
get a job through the agency and accept it. State: "If * . 

you quit or get fired, you may still have to pay part t>Bk all 
of the fee. Check the contract. The fee can be quite large. 
Is it worth it?" Have class discuss the pro's and con's. - \ 
(Refer back to Larry's points on the .video tape.). Point out 
that agencies often run want ads to attra^ctV job^eekers. Show 
some real examples from a^ newspaper. ' Say 'that sometimes the 
employer pays the feeC^Fee Paid") and there is no ch'arge to the 
worker, but they better have that in writing before they take 
the job. Have students discuss why employers would use a service 
like this.. _ Ask them how it helps the employer? (Some agencies 
print brochures, you may wish to bring tliese into class for 
discussion.) 

D. Government Employment Agencies - The Job Service 

Discuss how this agency is set up. Explain that it is more com- 
plicated and less personal than a private agen.cy. Describe the 
agency along -the "following lines : ' 

"When you come in, you see the receptionist and fill out an 
application. The application is complicated, so ask for help 
if you are not sure. how to fill it out. Then you go to the 
machines and try to find a job that interests you. The mach- 
ines are hard to use at. first, but usually someone can show you 
how to use it. The jobs listed on the machines don't have a 
compeuiy neune or address.;.-_that comes later. "~- 
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"Once you find a job that is interesting and for which 

you think you' re qualified^ you tell ^the receptionist. She/he 

will tell an interviewer, and after a little while, you 

go in for your interview. This isn't a full-scale interview. 

It's just to be sure that you understand the job, can get there, 

and are interested and qualified. Then the interviewer tells 

you wh^re the job is and usually arranges an appointment for 

you. If she/he picks an inconvenient time tell her/him; a 

convenient time can usually be arranged." 

"Then it's, up to you. You may have to fill out another 
application at the compeiny and have another, longer interview. 
How you sell yourself determines whether you get hired, but we'll 
go over that in a later unit." 

"The Job Service also offers some counseling, vocational testing,, 
and knows about CETA and other training programs. .If you want 
some of these services, tell someone at the Job Service and they'll 
tell you who to see." 

J 

Temporary Employment Agencies 

"These are set up like private agencies, except that when you 
get jobs from these agencies you work somewhere else, but are 
paid by the agencM. You may have to sign a contract, but usually 
there is no chargfe. You may have several different jobs from 
one agency before you find a permanent job." 



F. Continue with: "For the private and temporary agencies to help 
you, you usually need to have a telephone so they can call you*. 
^Ji reliable messsge phone will usually work also. But it is just 
as important for you .to keep checking in with all the agencies; 
remember, new jobs open every day, and not all of them are listed, 
in the. newspaper; So check back each week or so." 



G. Summary* Review the pro's and con's of the different agencies. 
You may wish to write these on a flip chart. Compare with Want 
Ads and other resources. Point out that youths can make use of 
all these resources at once, they don't have to (and shouldn't) 
use only one resource. 



H. Questions and Answers. 

I. (Optional) Many agencies print brochures and/or place, ads 
advertising their services. You •may wish to bring some samples 
in for learners to review. 



f 
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Unit 



Lessen 



-^ Lesson Overviev 
Title: Making Contact 

Purpose: xo- teach students how to contact potential employers and 
how to follow-up on job leads. 



Equipment: None. 



Activities 

A. Introduce hot and 
cold contacts 

B. Cold contacts 



1. 
2. 
3. 



3y phone 
In person 
By letter 
(optional) 



F- 



Labor law and insur- 
ance restrictions. 

Hot contacts 

1. * Given a lead 

by a friend 

2. Given a lead 
by an agency. 

3. Found a lead 
through an ad 

Wrap-up 

Questions- and An- 
swers 



G. Optional exercises 
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Tiae 

2 minutes 

21 minutes 

(5 minutes) 
(8 minutes) 
(8 minutes) 

5-10 minutes 

20 minutes 
(8 dinutes) 

(2'^»minutes) 

(10 minutes) 

2 minutes 
i minute 

5-20 minutes 
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Reaources/Materials 



Hamdout - "Sample Cold Contact 
Letter"/ page 3-7-2 



Hemdout- "Sample Hot Contact 
Letter"/ page 3-7-3 



20.1 



SAMPLE LETTER 

(Cold contact - you don't know if there's^ a job open.) 



234 Second Street 
Albany, NY 12209 
July 23, 19 81 



Personnel Department (or Manager) (or name of Manager or Interviewer) 

XYZ Company 

10£ Front Street 

Albany, NY 1220 8 

D.e^r . t (If you don't know the name of the person to send*this 
to, write: "Dear People" or "Dear Sir or Madame") 

I have 6 months experience working as a salesperson in a cloth- 
ing store,, and I am interested in working with your company. I an^^a 
high school student and would be able to work after 3p.m. on weekdays, 
and anytime on Saturday or Sunday. I have good references and I 
would like to meet with you to talk about possible employment with ' 
your company. I ''am enclosing a copy of lay resume. * 

I wiir i>e calling you in a week, or you can reach me at the 
above address or by leavincf a message with Mrs. Rivas,.my landlady 
(or neighbor or aunt) at (518), 555-^1314. Thank you for considering 
me. I look forward tcT hearing frpm you. 

Sincerely, 




>arah Jones 



3-7-2 



ERIC • ^ , ^ 



SAMPLE LETTER 
(Hot Contact - Yd'u' know there's a job open.) 



Box 381 

New York Tiroes 

1047 Broadway 

New York, New l^ork 10001 

Dear People: * 



234 Second Street 
Albany, NY 12209 
.July 23, 1981 



I ,a2n interested in the mechanic's helper job you advertised 
in the. New York Times on July. 22 • I have soroa experience working 
on cars and would like to do roore. I, am able to work whatever 
schedule you require. I am a hard worker and I have good refer- 
ences • 

You can reach me at the above address or by calling (212) 
321-1212 or by leaving a message with my gramdmother Mrs. Smith 
at (212) 123-1234. Thank you very much fof considering me. i 
look forward to hearing from you. , ' 



Sincerely, 




Unit 3 - The Job Search 
Lesson 7 - Making Contact 

A. IntroQUce the lesson by saying: "Now we're going to look at how 
you apcually conduct a job search. First, we're going to look 
at some ways a person can contact an employer. Three ways are 
by phone, by letter ind by going in personate see orosoective 
emoloyer.s. " (You may wish to write these on a flip chart.) 

"No natter which of these methods you choose in your 
. job search, you will find\that they all have several things in 
common. First you will be trying to arrange a job interview ' 
which will lead to a job of fer.^ Secondly, the attempt to estab- 
lish contact will be either 'cold' or 'hot'. What does this 
:nean?" 

"A cold contact is one you make when you haven't any idea 
whether or not an employer has a job opening. This" is what you 
would be doing when you send a letter or make a phone call to 
all the constjruction companies listed in the phone book, or put 
in applications at all the department stores." ' (Refer to ear- 
lier lesson on Resources,) 

"A hot contact is the one you make if you know a company is 
hiring. An exaunple of this would be responding to a want ad, 
lead from an employment agency, or a hot tip from a friend or 
a relative. " 



3. Cold Contacts (Remind learners that these are contacts made 
with no introduction or knowledge about a job opening.) 

1. Phone Call^ ^ 

"The key is to *get in contact with the right person, so ask 
for uhe personnel manager or the person who does the hiring. 
Ask for his/her name (write it down) . You may need to call 
her or him again. When you are put in touch with this person 
try to get him or her interested in you as a possible employ- 
ee. Give your name and talk a little bit about your skills 
or interests as they relate to the company and the type of 
job you are interested in. Next, talk about the part of your 
work experience, educational background, or personal interests 
that may relate to. the company's needs. The last step is to 
close the conversation. Ask if you can come in for an inter- 
view. Even if you don't get an interview, be polite . There 
may be an opening at that company later which you may be in- 
terested in. Say 'Thank-you' before you say 'Good-bye' . 
Put the telephone back on the receiver gently and securely 
when you have finished." \ 
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"l£ you CO get an aspointrtent for an interview/ be sure to 
find out: 

a. The interviewer's naiae. (It may not be the person with whom 
you are talking.) 

b. The time and place of the appointment*: 

c. information^ about the jpb." 

Tjali the class ^Aaj: for cold contacts , a phone call is not the 
best method. It's; too easy for an employer to say no over the 
phone. It is one 'way to cover many businesses quickly/ espe- 
cially if transporation is a problem. Tell the students that 
__^iXjth«y_c*n handle a lot of rejection/ they may want to tr^' 
this method. 



% 2'. "Petson^l Contact 
> 

^ote: This..is a very^ difficult task to accomplish well. Let the 

students know this is ^ hard /but encourage them to try it and 
practice it. They won't be able to do the entire orocessy 
but they can maktf a start. 

••Thi^. is" the most effective method for a cold contact if you 
do it right. It's harder to say no when you are right there 
in front of the person. Prepare for personal contacts much 
tne same Way as youl^oul4 'for an interview. Be sure to be 
well groomed/ well -prepared and^ polite to people you meet 
in the off fee. We'll discuss your appearance in greater de- 
tail in the unit on preparing for, an interview/ which we will 
be studying ^,{in a couple of 'weeks) soon. Now let's talk about 
what you say when you walk in the door." 

a. "To whom do you ask to speaUc?" 

1) "In a small pi:ace/ you ask for the owner or manager." 

2) "In a medium sized place ask for the person that does 
"the hiring. " 

3) "In a large place ask for the Personnel Office." ^ 
4n"If you're not sure/ go with #2." 

- ' ^ • • ■ ■ / 

b. Ask students to. .imagine „that they have just walked into 

a business. To whom would thuy go to ask this question? 
A receptionist? What if the business were a factory/ a 
restaurant/ a gas station/ a construction site? Ask 
learners* about each setting and discuss how they would 
handle this question. 

c. "You'll get^ one of three responsejs: 'She/he's not in or busy'; 
'•Just fill out this aoplication'j or 'Just a minute; I'll go 

get him/her'. The first two are easy to deal with; ask when 
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you should come back, or fill out the aoulication and turn 
It in (more on that in Unit 5). The third one, the one vou 
were hoping for is the toughy. There she/he is, now what 
CO you dc?" 

d. "You'll probably feel nervous - good, you. should be a lit-le 
nervous. After all, this person may be the difference between 
your being employed or unemployed. Now, without looking too 
nervous, iwalk up,* smiley say 'Eello' and who you are, and 
stick out your hand for a handshake." 

"Here comes the hard part, you've got to say something good. 
Tell him/her why you are there: what specific t ype of job 
you are interested in, why you «rant to work for this company, 
a short statement of your best selling point (your experience 
or skilXs_th at rela te^toJAis job) * If you have a resume, now 
is the tiuie to hand it overr i"f not, try t o-clo s e~~t hereon ve r-_ 
sation successfully (unless she/he starts asking vou questions 
or othenvise takes the lead): / 

Ask if they have or expect to have any ooenings which mav 
be appropriate for you. No matter what the answer, ask if 
you could fill out an application or leave your name and 
pnone number in case something comes up. If this person 
schedules an interview for you, don't forget to get his/her 
name, the time and the place of the interview, and informa- 
tion about the job." 

Note: Another approach 'for students who are verbally skilled and 
present a good appearance, is to by-pass the Personnel 
Office and go directly to the department manager or fore- 
man. The youth can' try to strike up a conversation with 
chis person and acvk if any job openings are coming up. If 
they make a favorable impression, this may^help them when 
they get to the Personnel Office. This should only be 
tried by youths who are capable of doing it well. It can 
backfire. 

3 . Letters (Optional) 

State that nearly everyone will need to write a letter of one 
kind or another in the job search process: letters to inquire 
about job information and job openings, ejid letters to intro- 
duce a resume to a prospective employer. Tell them that their 
letter represents them. It is a selling tool. To do-^that besc 
it should be neat, organized and to the point. 

a. "What should your letter say when you are making a cold con- 
tact?" * . 

1) "Why you are writing (to arrange for an interview)." 

2) "What type of job you are interested in." 
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3) -Why you are interested in this job and this coniDany." 

4) "Wnen you are available to work." * 

5) "How you can be reached." 

6) "Who you are - preferably your resume or fact sheet." 
b. "What should your letter '4ook like?" 

1) "It should be short (the information in "a" above should 
oe answered in one or two sentences each). 

2) it should be typed, or very neatly written (printed -s 
usually better than script) . 

It should be set up , correctly as a business letter, with 
proper spelling and grammar. 

4) Vou should sign your name in ink- 

5) It should be addressed 'attn: Personnel'." 

:^ote: You may wish to distribute and review the sample of a 
cold contact letter found on page 3-7-2. Lesson 7S 
^orov-ices- -a -more complete_tre.at.ment_ofJ^tterjv^^ 



3) 



c. What do you do after mailing it? Wait 10 days or so, then 
call the company. Try to find the' person who received vour 
letter. Ask if she/he has gotten a chance to read your\ '>tt 
K^T^- t^ she/he has time to .meet^with^y^u^ to discuss the poi. 'i 
Diiity of your working with this company." ~" ~ — ^ 

' "Jt the answer is yes, great. Get the information you need. 

: 5ive up yet. Ask 

i: they expect any openings soon or know of other companies-- 

r'S.°P^;^;"^^K•^^i^^^°• ^^^^ it y"^^ °«st, so enS K 

r.ght. Thank him/her for taking the time to talk to you, 
say good-bye politely, and hang up the phone softly, it 
taxes a lot of turn downs before you get a yes." 

Co.ntinue with: "To limit the no's, be sure you are cuali'---ed 
-Ifm"® 1°"^ ^ coinpany to talk about working for 

.nem. You shoula have a specific job in mind, and you should 
ce sure tnat you are qualified for that job. We/have discussed 
qualirications already: your abilities,- your experience, and 
your training or education. There is one thi.ng we haven't dis- 
cussea =or youtn under 18 and. that is: Are you legally Qualified 
for the job? Does anyone know what I mean by that question?" 

Elicit student discussion of this and try to bring the conver- 
sacion around to the issue of child labor laws for youth under 
18 years of age. (Some of these laws are outlined on the back -of 
working papers, see page 3-2-9. A thorough explanation of New 
YoriC^State s laws is offeree in a booklet entitled "Laws Govern- 
ing £jnployment of Minors" published by the N.Y.S. Department of 
Labor. The federal Department of Labor also publishes informatio'- 
regarding federal child labor laws. When there is a conflict be- 
tween tnese two sets of laws, the most restrictive law aene^-a'lv' 
applies.) A discussion of these laws should include: 
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Age Restrictions: These laws divide youths into 4 categories 
by age: under 12; 12 and 13; 14 and 15; and 16 and 17. -Each 
group has dif ferment restrictions: youths under 12 are prohib- 
ited from work,* and youths 12 and 13 are limited to delivering'" 
newspapers, farm work, and doing outdoor work fox their par- 
ents . • ' • " 

Hours Restrictions :i 

"J 

* ' ' '■.^ 

Youths aged 14-15 can only work from 7am to 7pm. This. limits 
th,em from working very much after school hours. It also 
limits^them from working in businesses open until 9 or 10pm, 
unless there is a ^shift- that works pnly until 7 p.m. Many 
employers won't hire youth under 16 for this reason. 

Yourhs aged 16-17 can only work from 6am to midnight. This 
limits them from factory or hospital work where the new 
worker has to wprk the *^graveyard" or overnight shift. This 
does not limit them from many other jobs. 

~ProhibiHied>*Jobs.: ^ 



a. A sampling of jobs that youths aged 14-15 are prohibited 
from include: working in a factory, working with or near 
most machinery (including power lawn mowersi), painting or 
exterior cleaning -of a. building./ working in connection wirh 
transporation services, cooking in most restaurants, baking , 
loading or unloading trucks, or working in connection with 
car repair using pits or lifting apparatus. They are also 
prohibited from all jobs from which 16 and 17 year-olds are 
prohibited. " . * 

b. A sampling of prohibitions for 16 and 17 year-olds includes: 
any construction work; ajiy power-driven wood-working, metal 
forming, or bakery machines; work involving band saws or cir- 
cular saws; work in a meat packing plant ; manufacture of brich 

tile; work as a helper or driver on a motor vehicle; 
adjusting belts on machineTry; or selling or dispensing al-. 
coholic beverages. 

Note: Air^es^prvbh*^tbition's (except the last one) do not apply 
to approved apprenticeships or recognized cooperative 
vocational training programs . 

Add: "Another restriction, which may extend up to the age of 
21 or even 25 is insurance regulations. Companies have to 
have accident insurance for all their workers, and the insur- 
ance company may specify that some jobs (such as driving a 
truck) be done by someone over the age of 21 or 25. Another 
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wype of insurance is bonding and the insurance conoany can 
require that a worker must be at least 18 to be bonded, even 
if' che labor laws only require that a worker be 16 years old*" 
(Bonding is discussed more fully in Unit 5, Applications.) 

Summarize with: "So now you know a few more things to watch 
for when looking for a job. If you are sure you can't 
legally do a job, don't apply. If you are not sure, apply 
anyway. It doesn't cost you anything and you never know until 
you apply. Just be aware that you may get rejected because of 
your age and the law, not because of anything bad about you 
personally." 



Hot Ccnzaccs 

Begin with: "Your job search research will be turning ud hot 
leaas, so you'll have to be making some hot contacts too." 

"One reason you may make what's called a hot contact is that 
you ve beea.given„a_l.ead_pxjU.&^y_a^ or acquaintance 

that a certain company^ may be. looking tioTvire someone with 
your skills. When you are making contact by any of the three 
methods (phone, letter,. or in person), vou should be sure to 
mention the referral early in the contact." 

If you wish, have learners try to phrase an aporopriate con- 
tact statement. Examples of appropriate statements follow: 

a. Phone: 

"Hello Mr. Hilton. My name is Terry Brown. Miss Corrento 
suggested that I can you to discuss the job opening vou 
have for a stock_5:lerk. " 

b. In Person: 

"Good afternoon Mr. Hilton. Ms. Corrento suggested I speak 
wich you about the stock clerk opening you have." 



c. Letter: 

"Dear Mr. Hilton> 

Miss Corrento told me about a job opening you have for a st 
clerk. Please consider me for that opening. My experience 
includes " 

Continue with: "Another reason you might be making a hot con- 
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tacz is because you've been referred by a public or orivate 
employment agency. In this case, the initial interview will 
p;cobably be arranged for you so your contact will be in perscri 
You should mention the agency and the name of the person* who 
made the referral early in your visit to the employer, jusc 
like you did when you were referred by a friend', relative, 
or acquaintance." 



"A third reason you, may make a hot contact is because vouWe 
found a notice posted about a job opening or you found* the 
opening listed in the want ads. Usually the ad will specify 
how to respond: by phone, visit, or letter. Follow these 
instructions." (You may have learners again try to phrase 
saraple introductions as before, or role .play a phone call.) 

?hcne 

"Hello, my name is Evan Richards. I*d like to speak with 
Dr. Browne about the opening for a nur&ie's aide that was 
aqvertised in today's Times Union." (Then, when Dr. Browne 

comes to the phone ) "Hello, Dr. Browne, my name is Evan 

Richaras and I am very interested in applying for the nurse' 
aide job tihat was advertised in today's. Times Union." 
^ • 
In Person 

"Good morning, I'm Evan Richards. I'd like to speak with 
Ms. Johnson about the sales clerk opening advjsrtised in 
today's Times Union." (When you reach Ms. Johnson..*) 

Letter 

Distribute sample of hot contact letter on page 3-7-3. 

1) Ask youth if they see any similarities between the hot 
and cold contact letters, i.e. content of each paragraph. 
You may wish to puc answers on a flip chart. They should 
include: Each is brief and to the point. The first para- 
graph tells why the letter is being sent and gives informa 
tion to support that. 'The final paragraph closes the 
topic and sets the stage for contact. 

2) You should discuss and write down some added guidelines: 

a) "When answering an advertisement, cover all the points 
mentioned in the ad, in the order asked, to show you 
can follow instructions clearly cuid completely." 

b) "Try to tie your selling points: interests, abilities 
and experiences, directly to the job tasks as you know 
thism. Be positive, but don't brag or 'soup it up' too much. 
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c) "Include where you can be reached, and leave the door 
open for another contact if possible." 

d) "Keep in mind that your letter should show your person- 
ality and style. A letter which attracts the actenticn 
of the employer helps you to be Remembered and Recommended, 
the importamt R & R of the job .sear6>i." 

\, 

Wrap- Up 

* « 

You may wish to summarize the lesson along these I ir.es : "Remember, 
it takes a lot of contacts and a lot of rejections before you get 
the job you want. So think of each rejection as moving you one 
step closer to success, one step closer to getting the job you are 
looking for. Don't get too depressed, no one wants to hire scme- 
ope who looks like a loser." (This is mentioned in the "Just 
Aroun-d^ the Come r** tape #5, which is shown in the unit on inter- 
viewing.) 



Questions and Answers". 



Optional Exercises- • . . 

r. Divide class into two groups. Using a sample want ad (samples ^ 
are appended to Lesson 5) which requires a letter of applica-^ 
tion, have each group compose an appropriate letter. You or 
a group .member should act as a recorder . Have the two groups 
exchange letters and, without benefit of the ad, list what 
the ad asked for based on the letter's contents. 

2. Distribute "Sample Help V7anted Ads" form, page 3-3-3. ^ 

a. Have youthj identify which method of contact (in person, by 
phone or letter) , they would use in following up each 
advertisement. 

b. Then have learners role-play one or two sample phone calls, 
letters or personal contacts they would make in response to 
these advertisements. , 
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Unit 



•Title: 
Purpose: 



Lesson Overview 



Proper Letter Writing Format* 



Lesson '^^ 

( Supplemental) 



To teach students the correct format for writing and mailing 
a business letter. 



Equipment: None. 



Activities 
A. Introduce format 

*B. Discuss format 

Preparation of letter 
D. Proper folding 



E. Envelopes 

F. Summary 

G. Questions and Answers 
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Tine 

5 minutes 

10 minutes 

10 minutes 
10 minutes 

5 minutes 
5 minutes 
2 minutes 
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Resources/Materials 

Hamdout - "Business Letter Form" 
page 3-7S-2 

Handout - "Sample Contact 
Letters" page 3-7-2 and 
3-7-3 (previous lesson) 

Sample Letters ^above 

Handout - "Folding Letters" page 
3-7S-3/ bla.ik.paper and personal 
and^bjisiness size envelopes 
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FOLDING LETTERS FOR MALLING 



Proper folding for personal stzed envelopes ; 




1. fold In half along dotted lines. 




2. then fofd In thirds along dotted lines. 



Proper folding for business stzed envelopes ; 




1. fold in thirds along dotted lines, 
fold from bottom first. 



top of page 




2. when placing letter in envelope, be surjs 
open edge faces up. 
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Unit 3 - The Job Search I 

Lesson 7S - Proper Letter Writing Format ^ 

Note: This lesson is to be taught only if needed when discus.'sing 
letters to employers, J 

A. If you discover as you mention business letters {cover let^ters 
and follow-up letters) that students are unfamiliar with the 
proper form and content of a business letter, use the foll'ow- 
ihg information. " l , 

•» 

1. Discuss the form of a business let^ter. 

a. Ask students what it should look like, 

b. Record their answers on the blackboard. 

c. Sketch an example on the board to illustrate the proper 
form or handout - '•Business Letter Format", page 3-7S-2^. 

B. Ask students: ••What should, go into each section?" (The num- 
bers refer to the nisnbers on the handout.) You may wish to refer _ 
to the sample letters from the previous lesson. * 

1. "The sender's (your) address which includes: 

a. House number and street. 

b. City, state and zip code." ^ 

2. "The date on which you wrote the letter." 

3. "Addressee The place to which you are sending the letter: 

a. Person's name, to whom letter is written {if you know it). 

b. The' name of the company you are applying to for employment. 

c. Company's address. 

1) Number and street. _j 

2) City, state and zip code." , 

4. "The Salutation - 'Dear :' . If you know to whom you are 

writing, use the person's complete name, e«g., 'Dear Mr. John 
Smith' f (or Ms. Jane Doe or Mrs. Gwendolyn Jones). If you do not 
have a specific name, use '£)ear Sir/Madam* or 'To Whom It May 
Concern ' or • Dear People ' . " 

5. "The body of the letter should be short amd to the point. 

It should have no abbreviations and the. sentences should 
be complete and' punctuatedV It should include: 

a. "Introduction - Why you are writing to this company or 

person. What do you- want?" 

b. "Necessary comments - 

1) If you are looking for a job: 

a) If a resume is enclpsed, state that, 

3-7S-4 
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b) Highlight your strengths and abilites .as thev relate 
to the job. " " ^ 

^^c) Highlight your experiencesi .doing similar or related 
jobs." ' . 

o 

2) "If you are thanking an employer for an interview: 

j 

J 1) Highlight your experience to d6%the job. 

2) Highlight your strengths and abilities^ related to the 
job. 

|. 

, 3) Review any high points from the interview." 

^ \ 

c.j "Closing remarks should include; ^ 
^ ' a. Contact number, 
b. Thank you."<-- 

6. "Closing phrase, e.g., 'sincerely' or 'yours truly'." ^ ^ 

7. '^'sign your name in script (cursive)." 

8. "Print your name." ^ ^ 

C. "Now that you know what form your letter should take. How do 

you prepare it?" This should include: 

1. That it should^ be typed *6r very neatly written (printed is 
often best) . 

2. It should be on 8ij" x- 11" white paper. 

3. The students, should use black or blue ink. 

4. It should be double spaced between paragraphs. 

D. If students are unable to fold a business letter use the fold- 
ing information on page 3-7S-3. Have learners practice fold- 
ing letters for personal and business sized envelopes. The 
diagrams on the ha*hdout illustrate proper folding for both - 
sized envelopes. You may need to distribute blank papers and 
envelopes to learnerS for this exercise. Use page 3-7S-3 as 

a handout and/or as a teaching guide. 

E. To conclude this task have^ student address their envelopes, 
after the following information is,, given: 

1. The enyeiope should be in bloclc form.' 
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2. The sender's address in the upper left corner. This should 
include the sender's: 

a. Eull Iname." . 
^'b. House number and stteet. 
c. • City, state and zip code. * / 

" . ^_ ^ : i 

3. The addressee Information goes in the middle of the envelope. 
Emphasize the fact that this should be centered and include 
the: 

a. Ncrnie of the person (if they know it). 

.b. Name of the c.ompany. ^ 

c. Address of the coiapany. 

d. ^ City, state amd zip code of the compamy. 

Summarize this task with: ^ 

1. '^You should always use a business letter form for business 
letters." • 

2. The parts *bf your letter should include: 

a. Your address, 
b • Date • 

c. Addressee's address. 

d. Salutation. . * 

e. P.ody of the letter. 

1) Short and to the point. 

2) No abbreviations. 

3) Complete sentences. 

4) Good punctuations. 

f. Your signature. 

^ 1) * Preceded by 'Sincerely' or 'Yours Truly'. 
^ 2) Your name written in cursive. 
3) Your name typed or printed.** 

3. "Prepare your letter neatly on 8h" x 11" white paper in 
blue or black ink. Typing or printing is better than 
writing. " 
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Unit L 

Lesson 8 



Title: 
Purpose: 



Lesson Overviev 

Conducting a Job Search (Unit Sumraary) 

To summarize the unit and present a job search strategy, 



Equipment: None. 



Activities 

A. Unit review and 
Qumraary 

3. Job search strategy 

C. Job search tip sheet 

b. Questions and An- 
swers 

E. Review Questions 
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Tiae 

5 minutes 

10 minutes 
5 minutes 
2 minutes 

20 minutes 



3-8-1 



Resources/Materials 



Handout - "Job Search Pointers" 
- page 3-8-2* 



Handout - "Review Questions", 
page 3-8-3. 
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^ Job Search Pointers 



WANT ADS - Read them every morning . 

SOCIAL SECURITY CARD (or number) - Alwaya^ b^e it with you. 
PACT SHEET - Always have it with you. 

COiMTRACTS - Read them and understand them before you sign. 
WORKING PAPERS - If you are under 18, get th6m. 
RESOURCES - USE THEM! 

1. -Family. and friends 8. Libraries 

"i. School counselors 9. civil Service 

3. Bulletin boards and signs 10. Want ads 

4. Labor unions 11. Government employment agencies 

5. Local businesses ' 12. Private exnployment" agencies 
5* ^u^^u^ Temporary employment agencies 
7. Chamber of Commerce 14. Community organizations 

HAVE A GOOD STRATEGY: 

1. carry a pen and a small notebook with you. 

2. Talk to everyone you know. 

3. Use your resources. , 

4. Develop a daily routine. 

5. Keep your spirits up. 
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Name 



Job Search Review Questions 

Questions 1 through 6: Select the*best answer, 

l/ Job openings are often advertised in the classified 
section o£ the newspaper , under what heading? 

a. Jobs 

b; Want Ads 

c. Help Wanted 

d. Situations wanted 

2, The ''Situations Wanted'* section o£ the classified ads is for ads 
about . 

a, people who want to sell something.. 

b. employers looking for employees , 

c, workers looking lor work 

d. people who want to travel * 

3, If you go to a private employment agency for a job, you may be 
asked to sign a ' 

a, register 

b, complaint 

c, oath of allegiance 

d, contract 

4, A reference isT - . 



a. a job opening ' ^ 

b. a government program * ' 

c. someone who can say you will be a good worker 
-d. someone who can teach you 

5, You get a copy of your social security card by applying at: 



a. the local 5bcial Security Administration in your county or 
borough 

b. the .Social Security office in Washington D.C. 

c. the county clerk.. 

d. your school 

&• You can. get an official copy of your birth cirtificate from 



a. the hospital where you were born< 

b, the health department 

c, the library 

d. the family court 

Questions 7 through 9: select che best answers,. 
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The most important piece (s) of identification for you if you 
want. to work. is (are): ^ — . 

a. -birth certificate 

t>. social security card 

c. police • identification card 

d. working papers 

8. l^ich agencies do not charge you money for help in finding a 
job: . 

a. N.Y.S. Job Service 

b. private employment agencies 

c. temporary employment ageicies 
d« libraries 

e. community cente?;3 

9. Two ways to find a list of ali the restaurants or record stores 
i i your area would be to:* 

a. call City Hall 

b. look in the phone book white pages under '"R" 

c. look in the phone book yellow pages under "R" 

d. Go to the Chamber of Commerce 

Questions 10-15: Mark TRUE if you believe the statement is true or 
correct, mark FALSE i£ not. 



TRUE 



FALSE 



,10. Looking for a job can be a full-time job. 



11. The yellow pages has job ^openings listed. ^ 



12. Private employers list their job openings with NYS 
Employment Service, 



13. Private employers list their job openings with the 
Civil Service Commission. 



14. All you th^ under 18 need working papers before they 
can be paid workers. 



15. If you jare calHng an employer about a job, it is 
O.K. to chew gum since you can not be seen. 
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Here is a 'v;ant: jad. Please read and use ic co ansxver questions 16-23 • 





Counter person, 15-20 hrs, per wk,, begin ismec, exp, 
helpful, but not nee, nin, waze to start, Exc, oootv, ^or 
Sood tvkr, .\pply in person bet,. 2-4Dr., Cleniencs Cleaners, 
4221 Rosa Rd, 


1.5. 


^fnac is the job title? 


17. 


Is the job full or part-time? . 


13. 


Ivhat experience is recuired? 


19. 


How would you contact this emolover? 


20. 


UTiom should you ask to see for an appointment? 


21. 


'.^hat time would be good to go for an interview? 


22 . 


Hov; much does the job pay?' 


23. 


v-men is this job available? 


For 


Questions 24 and 15 answer with one or two short sentences. 


24. 


inien calling a company which has a job ijpening, what should 
you say after you reach che right person and give your name? 




2o. Ivhen calling a company "cold" what's the first thing vou sav 
after you reach the right department, and have said "Hello"' 
and your name? 



Questions 26 - 28: List thiree ways that you*can get leads for jobsj 

26. ' 

£. 

27. 

23. 

Questions 29 - 32: Four reasons why an eaployer should hi*e ne. 

29. 

30. ■ 



31. 



Unit 3 - The Job Search 

Lesson 8 - Conducting a Job Search (Summary) . ^ 

A. Begin with: "We have covered a lot of information in this unit. 
This sets a foundation for getting you to the point where you 
get an application, complete it, get an interview, and get hired I 
That's what this is all about. We've discussed and learned about: 
(Either have students brainstorm this and write it on a flip chart 
or present it as outlined below.) 

1. "What is a Job Search? What does it mean to 'sell yourself 

,to* an employer?" 

2. "What papers dp you need to conduct this job search? (Social 

Security cards, birth certificates, working papers, driver's 
licenses, and personal fact sheets or re'stimes.)" 

3. "Who am I and what are my good points that will get me a job? 

How do I collect them and organize them? (My Personal f!act 
Sheet.)" 

4. "Job Search Resources: who and what is out there to help you 

find a job lead. How do you use these resources? How do you 
follow"*up on their leads? (Resources include: friends, school, 
signs, want ads,^ employment agencies, community centers, the 
yellow pages, and local businesses.)'" 

5. "Help Wanted Ads: What are these little messages found in the 

Classified Sections of newspapers? What can they tell us, 
and what do we do with that information?" 

6. "Employmen£ Agencies: Public, Private, and Temporary. We 

learned how to find our way in these places, what they can 
do for us and what they may cost us." 

7. "Making contact: How to make cold contacts^^when we don't have 

any leads and how to make hot contacts when we're following 
a hot tip. How to use all three contact methods: phone, 
visit, and letter', and which is best for which typa^f contact. 

B. "There is one more piece of information on the. Job Search that 

you should know. That is how to develop a strategy for conduct- 
ing a successful job. search." ^ • 

"Conducting a successful job search means keeping track of lots 
of information, working hard, getting help and tips from many 
resources, and keeping^your spirits up in spite of all the re- 
jections you are going to get." 

"One good str.*J:egy looks like this:" (You may want to^ write 
this on a flip chart.) 



I 



r. 



3. 



4. 



" Keep a small notebook with vou (pocket size) to keep track 
of ail the names ox people you meet, businesses you* contact. " 

"Talk to everyone vou know to get leads and advice. Have peocl 
practice inzerviewing wizh you, review your fact sheet, and 
give you tips. Use your people resources." 

" Investigate all your other resources ; learn where thev are 
ana now to use chem. Then, use tnem!" . * 

i 

"Develop a. daily routine ; start with the morning paper, a visit 
^® the Job Service" and then some time to follow up on-new hot 
i^^A^ M.i.^ . . . Searching is work 



leads • 
work a 



Make some cold contacts too, 
it everyday!" 



Keep your spirits uo . No one hires someone who's down in the 
aunps, so have a' plan to keep the blues away. Plan in fun 
time everyday. Tell your friends, you'll be going through"^ T 
some tougn times and you'll need to be cheered up. Forget 
about jobs on the weekends, Concentifate on having fun. And 
remember, >ou are O.K. Just, because one employer or ten em- 
ployers turn^ypu down, it doesn't mean anything is wrong with, 
-you. It takes '^a^ lot of no's to get one yes." 

^ \^ 

C. You may want to distribute ^the tip sheet attached to this lesson 
(page 3-3-2) and have students review it. Ask theia if thev have 
any questions or concerns abou?t^he job s^rch. 

D. Questions and Answers. 

E. Unit Review Questions. Distribute the Review .Questions and have 
learners complete it* You may wish to help theh^with the abbre- 
viations in the want ad (#16-23) . 



Note: The tip sheet has answers 'to some of the review ques^tions 
You may want to hold the ti? sheet until after students 
complete the review questions, or have them use it as aI^ 
open-book exercise. 



Answer -Key, 



1. 


c 


6. b- 


11. 


F 


2. 


c 


7. b/d 


12. 


T 


3. 


d 


8. a,c,d,e 


13. 


F 


4. 


c 


9.-c,d 


14. 


T 


5. 


a 


10. T 


15.. 


F 
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16- Counter person 
17 • Part- time 

18. None required (counter experience helpful) 

19 . In-person 

20. The owner or manager (or the person who does the hiring) 

21. Between 2 and 4 p.m. 

22. Minimum wage 

23. immediately 

24. Tell them the name of the job you are interested in, how 
you heard about it, .and ask if ^.you cm come in and apply. 

25. Tell them about your experience and aUDilities; tell them 
what type of work you'd like to. do, and ^ask them if they 
.have or expect any openings. 

26-28. Accept any of the 14 resources. 

29-32, Accept any appropriate strengths, abilities, interests, or 
experiences. 
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OVERVIEW OF UNIT 4 - "COMMUNICATION-" 



Unit Purpose ^ 

.To have students: * - ' < 

- Learn the process'^of communication. 

- Understand effective oral communication. 

- Understand assertive communication (using communication 
to solve problems) 



Unit Lessons 

Lesson 1 - Basic 'Parts and Elements of the Communication Process : 
The i^asic parts of cooununication and the six parts ox 
speech are presented. The students are assisted "in 
learning to use these skills' to get what they want. 

Lesson 2' - Roadblocks to. Effective Communication and How to Avoid 

The barriers which can occur when sending a mes- 
sage are presented. The students are assisted ,in the 
use^ of strategies to decrease communication breakdown 
caused by their barriers. 

Lesson 3 - The- Listener and the Message : The message and the job 
ot the receiver are discussed. This- assists the stu- 
dents in understanding that a good, complete communi- 
cation system will help them reach their goals in get- 
ting and keeping a job. 

Lesson 4 - Communication'^ in Practice : This is the practical app- 
llcatlon of the parts of speech and an introduction to 
Assertive Communication. The students are assisted in 
using clear and assertive communication to help solve 
problems at work. -^^ 

Lesson 5 - Assertive Communication : This lesson covers strategies 
auid the philosophical basis of assertive communication. 
Through the use of practical situations the students . 
are assisted in the_understandin^ of their rights and 
responsibilities when communicating assertively.* 

Lesson 6 - Communication and the' Job giint ; This lesson is a prac- 
ticai review of the unit. The students are instructed 
in and practice each step in estaO^lishing a job interview. 
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UNIT 4 - ♦•COMMUNICATION" 
Unit Notes 



This unit precedes the units which requires communication 
skills to obtain success (Applications , Interview, New Worker, 
Human Relations on the Joi>) ♦ The students are offered all of 
the compontents needed to communicate a clear message. These 
include: ^ 

1. The components of the Communication process:* 

a* sender 
b* message 
c* receiver 

2. Pour basic rules, of communication; choose the right: 

a. time and place to send the message, 

b. words to send the message, 

c. method to send the message, , 

d. message beyond the actual- words spoken. 

3. The six elements of a message in the Communication process 

include: • • 

— — r„ ^ 

a. who d. when 

b. what e. why. 

c. where f. how 

The students are also offered information on roadblocks 
which can be created by the sender and receiver arid how to avoid 
them to increase the chances of clear communication. 

Assertive communication is. presented as a method of problem 
solving. Through practice situations which can be role played 
or discussed, students are able- to enhance tthis skill. 

Tho unit can be enhanced by -drawing real world examples 
into the discussions. The students can be asked to critique 
parts of radio and TV programs, movies, commercials, political 
speeches, or other examples of oral communications.. These can 
be offered in class or as homework assignments. The j theoretical 
orientation of much of the material should be softendd by tying 
it back to concrete examples and practice situations .\ This is 
done in Unit 9 where communicatioij^skills are used to^.iolve prob- 
lems on the job, and Unit 6 where^e parts of a clear)., and complete 
message are used to assure that students send ana rec^i^e all the 
necessary information. 
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Unit 



ijesson 



L#iaon Ovr7iew 

Titl«: Basic parti and Elements of the Communication Process. 

Purpose: Explains the basic parts and elements of the communication 
process and their role in getting what you want. 

Equipment: None. • > 
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Activities 

A. Definition of com* 
munication 

B. Communication skills 
outlined 

C^ Outline and discuss 
the 4 rules of com* 
munication_ 

D. ^ Body language 



Discuss choosing the 
right time and place 
to get a message 
* . through 

F. Discussion of hearinr 
beyond the actual 
words someone sends, 
to get to the real 
meaning of the mes* 
sage,. 

G* Summary 

Who, What, Where 
When, How and Why 

H. Sender/Receiver game 

!• Optional exercise 

1. Paurk bench 

2. Role play 



Time 
5 minutes 

10 -minutes 

5 minutes 

5 minutes 

' 5 minutes 

\5 minutes 



Spminutes 



5 minutes 

5 mdLnutes 
10' minutes 
2*3 minutes 



K 
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Resources/Materials 



Handout "Non-verbal Activity 
Strip" and "Faciei Expression 
Chart" page 4-1-2, 3 

Handout "Job and Business' Space' 
page 4-1-4 



Handout "Who, 'What, Where, When, 
How and Why" page 4-1-5 




NON-VERBAL COMMUNICATION ACTIVITY STRIPS 

ANGRY - I WANT TO PUNCH YOUR PACE OUT. 
COOL AND CONFIDENT - I AM SUPER. 
DEPRESSED AND SAD - WHAT A ROTTEN DAY. 
TUNED OUT - I AM NOT INTERESTED. 
HAPPY - EVERYTHIN(;'S GOINQ GREAT TODAY. 
SLEEPY - I'M SO TIRED. " . 

IN A HURRY - COME .ON, I'VE. GOT. TP GO. 
ATRAID - SCARED OF WHAT'S GOING TO HAPPEN. 
EXCITED -JUST WON THE LOTTERY. 

DEPRESSED - YOU FAILED AN IMPORTANT TEST AT SCHOOL. 
— • 

SAD - YOU JUST BROKE-UP WITH YOUR GIRLFRIEND, WHO XOU REALT.Y LOVED. 
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Read These Faces - ^at message are chese ?iccures sending? *- 

Directions - MaCch Che emocional message sencby each if Che following 
faces to Che correcc word. / 

(i) concenc (2) unhappy (3) shock (4) , scire (5) mad (6)^disgusced 
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Arc you rocelvlny 
moaongq nbout 
WIlUt Sowoono eloo or 

'^"'^'' ^Y"" 

WIIATt' Intcrpretgtion oT mossago 

00 rocoivod 



WHERE: Location cf receiver 
In phyolcal & cmotionol 
opace (Includes diotroc- 
tlons) 

WHENt Location of receiver 

In time, both phyolcal 
and emotional 



I 



*^ WHY: To reach out to 
oLhere, to wall my 
turf) to talk, to goln^ 
Information 

llUWt Body I'nnguoge" 



Unit 4 - Coxwnxinication / \ * 

. . - . ^ ■ ! 

Lesson 1 * Basic Parts and Elements of the Coinmuni^atioh. Process 
A. State: "We've all heard a lot about communication." 

1. Write "communication" on the flip-chart. Ask; "What is communicaticr. 
and what does it mean?" Draw from the discussion the fact that 
for communication to take place > two or more people a:re necessary 
and that some kind of message is sent between or among^ them* 

2. Under the word consnunication on the flip chart, draw two heads 
with a message bubble between them. Label one head "sender," 
the other "receiver" and the bubble "message" (see diagram in 
handout page 4rl-5) . 

3* Ask leameriB "Why are good comunication skills necessary?** 

1« After several responses, try to develop (If possible) from their 
ideas ^ the concept that your chances of achieving what you wish 
amd getting what you want from other people-depends on -how ^well.cr- - 
clearly you write or speak. . 

2. Elicit from youth what are the elements of communication? After 
several responses, list on the blac)dDoard as you discuss: 

a) ^ "Who - Who is talking? Who are you talking to? Who are you talk- 

ing about?" 

b) "What - What type of message are you,sendina? Is it a question 

for information, an angry message, or a happy message?" 

c) "Where * where are you. mentally and/or emotionally when you send 

the message? Are you tired, h\irt, happy? The other part is: 
Where you physically? Are you in the right room?" 

d) "When - When deals-with time. Is the emotional and/or men- 

tal time right to send your message? Are you too tired to dis- 
cuss a topic? The place is also involved with '^when". Should 
you discuss a problem with your boss at Ixinch, in a staff meeting 
or after work?" 

e) "How - How will you send someone a message? In person, in a ncte% 

over the phone? How will you sound? Angry, happy, depressed? 
In short, what tones will you use?" " * . 



f ) "Why - Why are you talking? To get information/ 
c\ear up a problem/ or -just to.be friendly." - ' 



state a poi: 



C. "Now thaVwe know which words are important in a cleax messaoe. 

Let's talk about 4 rules or guidelines into which these vcrcs fit 
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1. State the following information as you write on the flip chart: 
"To send - receive clear messages, we- have to: 

a. Choose -the right* words for sending the messaae. 

b. Choose the right method for sendipg the message. 

c. Choose the right time and place lor sending the messaae. 
^ d. Hear beyond the actual words someone sends to qet to the 

real meaning of the message." 

2. Statet^Me are going to deal with eSich of these separately." 

3. 'State I Choose the right words for sending the message. Continue/ 
when sending a clear message, the words should mean the sane 
thing to the sender and receiver. The words which help U5 send 

a clear message are who, what, when, where, why and how. VSio 
and what are important to choosing the right words." 

a. The "who" of the, message -comes in three peurts: 

1) Who id* sending the message. 

2) ' VJho is receiving the message. 

3) ' - -Who-are-you-talking^about.. ,^ 



The first two fit together e.g., a parent (sender) talkina to 
their child (receiver), the words of the message would be' differ- 
ent then a youth (sender) talking to the police (receiver) . 
Role play several similar situations. Emphasize after each 
that the words 'chosen to send the message differ depending upon 
"who" is involved. r . ^ tf 

The third who is a subject who. Again both sender and receiver^ 
must be clear about who you eore talking about e.g., John is big. 
There are many people named John. In the message, which John you 
are discussihg> must be the same for both sender and receiver. 

b. The^'whafof the message conveys the nattare ot character of the 
thought expressed. If the sender sends a serious message and 
the receiver receives a care free', playj^ul^ message then the 
thought is unclear; and the resulting ilmnediate behavior of 
yelling or sharpness of tone becomes confusing. So make sura 
your words are the right ones to convey your thoughts or v/hat 
you want to say. 

c. Summary - the choice of the 'right words is ^important for a good 
clear message. Clear messages generally result in getting the 
receiver to understand you and your statement. 
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4. The next part of getting a clear message through is choosinc the 
right method for sending the message. 

State:" Choosing the right method includes the how or mode of 
delivery." Discuss eji'ch as they are added to the list. Smnhasise 
different times for each. This may include: 
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1. Sending a note, e.g., a follcaw u? frcm an interview, making 
a phone call in Response to a want ad, or arriving in person 
to get an application. * 

2. Choice of tones, e.g. anger, aggression, happiness. 

3. Choice of words, polite words, please give me or aggressive . 
words, give it upM C^ghllght polite words as discussed in 
Communications Unit^ Many, times this_wi 11 get you what you want 
while leaving the other people with ^ sense that vou resrect 
. them)., . 

4. Body language. ' \ 

*Let's stop for a minute and discuss body language.** Elicit frcr: 
students a definition of body Itmguage. The definition should 
express the concept of physical expression, gestures, posture, 
facial expression and eye contact. 

1. You may wish, to use the Non-Verbal Communication Activity Strips* 
as a charades game, and/or the "Facial Expression 's*! chart, oaaes 
4-1-2 and 4t1-3., 

2. Tie this section together with tjiese thoughts: 

a. "Your body language must match your words for a clear message. 

If they--don^t_the_recei^ will be unclear about what to do. 
For example, your wordaT say ^ou -would^do_itjp_your body lang- 
uage says no. The -receiver- doesn't )cnow.-^wh&t'T^app~enl-ncT 
This i^ called a mixed message and hinders communication." 

b. "Too much body language and your message may get lost as your 

receiver enjoys your performance and ignores what you're saying." 



Continue with; "Choose the right time and place for sending the 
-message. This is the when and where of commxaiication. " 



1. Have yo^th suggest examples of the right time and place, or the 
wrong time and place (see page 4-1-5, B-2, CiD) . Highlight how 
this guideline^ will either add to or hinder cle.ar communication i 

2. Use the Vob or Business Space Chart" page 4-1-4 to discuss another 
view of "Where." State/'Where you stand when talking is governed 

by an unwritten understanding. Think of several appropriate 
situations where ..space violations will stop or hinder commiinica- 
tion, e.g.. If your boss stands in your private space while giv- 
ing you instructions in a quiet, meditxm sized room; you generally 
become distracted by his closeness and: 

a. Don't listen because you are uncomfortable (can't hear his 
words) • 

b. Get annoyed and possibly angry ('Get out of aiy face* ) . 

c. Don't listen because you are wondering whether he is strange. 
Cyou are thinking other thoughts}, 
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2. State: ''There are some cultural exceptions to the above rules 
of space. Most Americans conduct general socializing outside 
of the zone called 'home-boy space* (4-6 feet)/ The zone of 
job or business space is usually used for communication that is 
more impersonal, with casual friends, acquaintances and co-wprk- 
ers (6<*12 feet). Some cultures such as Latin and Italian have 
different zones. These cultures allow casual friends and ac* 
quaintances to enter itheir 'home-boy space' with comfort (18"- 
4 f eet) • I am stating this so you have additional information 
about unwritten rules in the world of communication.". 

F, State: "The fourth rule is to hear beyond the actual words someone 
sends to get to the real meaning of the message. This is another 
•how* of communications." 

1. ^ To start this section give the following examples "You have 

just made a foolish mistake and your teacher saw you. Your 
teacher responds very sarcastically., 'really bright kid.' Does 
this mean something: 

a. positive or good? 

b. negative or bad?" 

2. Elicit from the students an answer an^ a reason for their choice. 

3. State: "Body language, tone, 2md emphasis on words have a lot 
to do with whether the receiver gets what you send. 



G, Review this class bri communicatlonjs.2_lJse the handout "who, what, 
where, when, how and why", page 4-1-5. ISIgSright .the six elements^ 
(who, what, where, when,, how and why) in relationship to: 

1. Choosing the right words (who and what) 

2. Choosing the right method (hew). 

3. Choosing the right time emd place (where and when) 

4. Hearing beyond the actual words (how) u'^/ 

• r 

H. Introduce the following sender/receiver games. You as leader 
develop a statement with a who, what, wh'e^e, when, how and why 
messaqe. Whisper the message to the student, who in return relays 
the message to the next and so on. The last student then repeats 
the message aloud. You as leader then repeat the original massage. 
If there is no difference, s'*:ate that the class is a group of ex- 
cellent listeners and repeat exercise with a longer message. If 
there is some difference in the sent and received message, say so 
and continue with a new messgae. ^ 

Note: The longer the message the harder it iTs to relay it accurately. 
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Optional exercise * The park bench* 

!♦ This exercise is to highlight the invasion of space. This could 
augment the Job or Business Space Chart. 

2. The exercise requires a bench/ or seme seating which could 
hold 2-4 people (a table will do). 

3. The three keys spots on the bench are!.' 

a. The center of the bench denotes "It's my bench" • 

b. The very end of ^ the bench denot^ "leave me alone ^' • 

c. Just off-center of the bench denotes "I'm accessible, I will 
talk to you**, 

4., As instructor assumes position A,, ask a volunteer to approach 
the bench and sit down. 

5. Elicit what the student felt' and why «/he sat where s/he did. 

6. Follow same .procedures with b and c. 

7. Follow with a discussion of the non-verbal communication that 
each physical position seems to represent. Note the body lang- 
uage used and how effective it can be as a communication tool. 

N^te: This unit is a heavy lecture unit. It may assist the flow to 
use periodic role plays. For example, 

1. When discussing body language, have the students role play a 
message without the use of words. Suggested role plays are: 

a. Anger address towaurds your pairents, a friend or an enemy. 

b. Frustration at a job at work/ or at home. 

c. Concern with a hurt sibling, friend or a stramger. 



2. When discussing the four basic rules^ develop sho rt role plays 
which illustrate the rules, for example, role plays which illus- 
trate: " * 

a-, 'What words would they choose in saying hello to a friend; 
"what would they say to,, a judge in court? 

b. The tone of voice they would use to express anger, vs. the to 
tone for confusion or sadness. 

c. What would they say to their friend on a basketball court vs. 
a court of law. (The time and place.) 

d. How they would respond if someone said *'How are you doing?" 

and sounded like they were sad. (Hear beyond the actual words*) 
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Unity , ^ 
Ltsson ^ 



L€88on Overviev 

Title: Roadblocks to Effective Connnunication. and How to Avoid Them. 

Purpose: To present the barriers created by a sender and how to avoid 
them. 



Equipment: Video tape player and monitor. 



Activities 

A. .Review first lesson 

on Communication 

3. Watch the video - 
"The Sender" 

C. Introduction to 
roadblocks of coromun 
ication 

D. Discussion pf / sol*^ 
.ution statements 

£. Discussion of the 
-put down roadblock 

F. Discussion of the 
avoidance roadblock 



G. Suromeiry 

H. Questions and An- 
swers ' 

I. Solutions to road- 
blocks ^ 

J. Summary 
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Time 

2 minutes 

8 minutes 
10 minutes 

' 5 minutes " 

5 minutes 

5 minutes 

- 3-minuteSv 
2 minutes 

4 minutes 

1 minute 



Resources/Materials 



Video tape - "The Sender" 
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Note: The concept of roadblocks as defined in this lesson was adapted 
from Dr. Thomas "Gordon's book: Parent Effectiveness Training . 

Unit 4 - Commxinication ^ 

Lesson 2 - Roadblocks to Effective Communication and How to Avoid Then 

A. '•We ended the last lesson by puttina toaether.a communication 

situation where there was a sender-message-receiver. We also talked 
about the six process elements of 6 parts of speech. Ask: "What are 
the six parts of communication discussed yester^^ay?** 

1. List rhe six parts on the blackboard, as students name them. 

2. Briefly review their importance, e.g. , the ••how*' is the way the mes- 
#6age is delivered. 

2. "Weknow there are certain things the sender has to do to get his/ 
her message across. To review those things the sender has to do, 
we are going to watch a video tape called 'The Sender'. 

1. While you are watching the video, I want you to think about how 
the performers show: 

a. Q7he skills a person needs to be a good sender. 

b. The ways the sender can create roads to good comm\inicaticn. 

2. Show ''The Sander video tape. 

3. After viewing, lead a discussion on the objectives of •'The Sender"." 

a. "What does the sender have to be aware of when sending a qlear 

message?" 

b. Be sure the following points are covered in the discussion: 
timing, physical and emotional needs, body language. 

**Some people with the best communication skills, can still have 

problems „ getting messages .across. These message problems are 

called roadblocks or barriers to communication." 

1. JVsk students if they are aware of any such roadblocks or barriers 
After several responses continu*: !*There are three major road- 
blocks which we will discuss." (If "these roadblocks were stated 
in the brainstorm, give the student credit as you explain then.) 

a. The solution roadblocks 
b« The put down roadblocks 

c* The avoidance roadblocks ^ 
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"Let's take on one roadblock at. a time, '-^e will begin with the 
solution roadblock 

1« Elicit from students what they think a solution roadblock is. 

2. The explanation should include the following 'points; 

• 

a. The sender takes without receiver 's oermission, complete control 
of the receivers' situation. The conversation is then not one 
of shared communication, but decisions and directives on the 
part of the sender. 

b. Key words in a solution statement mre: "If 1 were you.. I would, 
or, you 'd better do. ... " 

A solution statement includes proving questions of the sender 
by the receiver which result in the sender bein9; 

1) Ordering, directing, commanding the receiver. 

2) warning and threatening, the receiver. 

3) Moralizing or preaching to the' 'receiver* 

4) Advising or suggesting the receiver do' certain things. 

3.. The receiver's reaction to a solution roadblock is resistance 

in being told what to do. Also, the receiver may step listening 
and occasionally may stop talking. • _ 

4. Summary - '^This roadblock takes away the. receiver 's sense of 
the ability to solve his/her own situation. The receiver feels 
you don't trust .my judgement. People who are most likely to 
use this roadblpck are parents, teachers, group leaders: )si 
.short authority figures. (Emphasize the tone and agressiveness 
of the sender .when using a solution roadblodc.) 

. The second roadblock is the "put down statement."' State?"! ar sure^^ 
we have all at one time or another received or given 'put downs . 

► 

1. Elicit from students an example pf a put down. 

2. Catslgo||ize their comments into the fallowing areas: 

a. Destructive criticism - sender can only find faults with re- 
ceiver, no matter v/hat receiver does, there is always sor.ething 
wrong . 

b . False praise - overly praising someone , giving them more cred: 
then they deserve. 

c. Mame calling. 

d. Labelling - denies a person individuality, e.g., "all teens 
are* that way. " . 

e. Sarcasm - ridicules a person. 
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3. Continue: ••The feelings the receiver has range from g.uilt to in- 
adequacacy. This roadblock "affects self-con?jipt (how 
you feel about yourself 1 • The reaction of the receiver is gen- 
erally resentment and the receiver >stops listening. 



Say; ••Avoidance is the third way of closing, off communication. •• 

1. Ask the student to think of the ways they avoid things. 

2. The list shovild include: 



, a. silence; 

b Statements like: "It's none of your business; I am late, talk 
about it later** r etc. 

3. Summarize: •• This roadblock is the easiest to hear. Communication- 

usually stops short when someone says 'I'll talk to you later* or 
\ 'Jt's none of your business.* Even silence stops communication. ^ 
\ People get tired of talking to themselves.", 



Summarize roadblocks .in the "following way, state: 

. ••Roadblocks are communication stoppers when used at the wrong 
timfe.;. 

1. "Solution roadblocks leave the receiver resistive to a possible 

good solution or to any further conversation. No one likes to 
feel incapable of dealing wich problena or life situations." 

2. '•The put down only serves to make the sender feel good and the 

receiver feel bad. By calling someone names or using any other 
simil«jnethod: you only succeed in making the receiver feel un- 
comfortable (you^€€ack their self-concept) . Very little new in- 
foSTation is tranaferrred from sender to receiver The result is 
that the receiV.er will spend less and less time talking to you.'^ 

3. "TThe avoidance roadblock as stated before, is the easiest to leam. 
This is the only rpadblock discussed vrhere the sender, by his own 
words,. stops sending^ to a receiver. The other two roadblocks .has 
the. sender talking and the receiver not receiving because of bad 
or uncomfortable ^ feelings « 

4. •*rhe misuse of., the six elements can also become roadblocks . ^Te 

briefly talked about this when we discussed a clear message, e.g. , 
if you don't know who a sender is. talking about, communication 
is hindered or stopped. •• « 



Que&tionss and Answers. 
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state: "Many of our ovn conanunication problems are caused by road- 
blocks* Have you begxin to wonder i£ there is a way to get around 
them? It you haveh't found any, I have two ways to share with you: 

1. ••The first is a technique you learned as a kid. It's 

called politeness. If I said to you, 'Take your hat off , do 
you think you'd do itif Probably? Maybe? But how would you feel 
about it? Probably like I'd ordered you around: this is a solution 
statemcat. If l said *Mark, please take off your hat', you'd 
probably feel a bit better about doinc it. Silly as it seenis, 
being polite can help you get your message across to another 
person. It shows that you respect then, just as you want others 
to respect you. Showing respect strengthens relationships. 

a*. *Vords like 'please'-, 'thank you', 'I'm sorry', and-* excuse me' 
are like honey. They sweeten our everyday contacts with other 
people. Can you think of other words or phrases that have the 
same effect?" 

b. Continue 2 ^You've heard it said over and over again, that 'you 
should be polite to other people'. I'm sure it's ^^ttin? to 
be a big bore. But nevertheless, it's very important. We 
don't live alone. Ws live with needs and other people. He are 
members of society, not hermits. Being polite helps a person 
qet by. It's hard to say 'Please step doing that, you jerk*.. 
If you start with the 'please', you're less likely to finish 
•you jerk'. Doing that will help you avoid using roadblocks 
that stop- cooinunication . 

"•By politely saying that you are unable to talk about an irisue 
or concern closes the door to that 'topic, but allows for 
other areas of discussion.. For instance, inscead of saying 
'It's none of your business', (avoidance- statement), you 
might reply, 'I would prefer not to discuss, that topic now,, 
but thank you for your interest'." 

2. "The second technique adds clarification of the problem and why 
you need something. The following is its form:" (As you 
cover the points, write them on the blackboard.) 

"You ask for cooperation." 

"Describe the action, talk about lipw you (the sender) feel 
about it and describe the ef f tfJ?t./]Dn you (the sender) . •• 

i 

"An example of the above is: you are doing something that 
is bothering me and I say to you, \i' Cut that out, you idiot' 
(put down) or 'forget you' (avjbidance) . What would you do?" 
"If you're like some people, tljefe's a chance you'd stop.. 
But there's also a good chanc^pHat we'd end up in a fight 
(verbal or physical) . Thif wqujLd end our opportunity for 
constructive communication Vndjjpbssibly build a bigger^ 
barrier by yo\ir continuing .-^e activity that originally 
bothered me." M 

■1/ . ■ 
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3 SO th«qu««tiai 'La what you caii do or say that will 
changa your bahavior witHout cauiing problami? ^ot s 
uia tha nathod outlinad: 

a. Politaly aa)c tha par.on to atop: 'Pl*"* «top tarring' 

b. Follow with tha aacond stap: "Your tapping is noisy, 
" .and I can't concantrataV . 

c. Hara's tha statamant without tha atapa outlined: 
•Plaasa-stop tapping, it 'a noiay and I can't concen- 
trata. 

4. Tha following ara axamplas for practice : 

a. -You'ra on tha atraat with your' trtand, ^e'a 

making a lot of noiaa ahouting, dancing and bano- 
ing on tha atraat aigna. Paopla ara Icokin? at vou 
and you'ra anbaraaaad. You'd lika to ask hir. to 
atop . " 

b. "You shara a roon with J.R., who has a habit of 

dSiping hi. stuff on your bunk. 

back to tha room to. saa J.R. stratchad out on his 
blfriSdSg a comic book. You'd lika him to ramov. 
• his stuff now so that you can «tr«tch out and relax 
and you want hia to know that you don't like hin 
•leaving hia stuff on your- bed. What will you say 
to hin?" 

5. You may create more situations for tha student to 
aolve. ; Youjsay alao divide the clasa in half and 
have th«n create situations for each other. 

summarize: ' "If you noticed both techniques have Pfjit* 
atatamanta. Raminber if you wiah to be treated with re- 
spect, treat others with respect. Tha second technique 
i/ longer but it serves to give the receiver no" in- 
formation about your (the sender) needs. The 
Sn^cbnd method is. thai: since the receiver now toows 
which particular thing bothers you a/ha will probably 
not do it again. 
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Unit 
Latson 



L«iion Ovrvi«w 
Th«„Liit«n«r and th« Msiiag*. 



Purpot*: Th« MSiag* and th« job o'^thf^^^-c^i^*^ 

i,, to aiiiit th« itudantaf in th« undaritanding, that a food, 
compiata cowaunication lyitem will halp him get many of thair 
nea'di mat. 

Equipmant; vidao tapa playar and monitor. 
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1 

Activitiai 


Tl— . 


Resources/Materials 


A. 


Ravlaw of tha Mai* 


2 minutes 




n ^ 
o • 


"Th# Message" 


5 minutes 


Vidao tapa - "Tha Maiiaga" 


p 


sender clear mes* 
saaA ^echnlcrues 


5 minutes 


• • 


D. 


Summary 


1 minute 




E. 


Discussion of the 
receiver 


3 minutes 

/ 




F. 


Discussion of con"- 
struct ive silence 


1 minute 




G. 


Discussion of nor- 
commital acknowledge 
ment . 


2 minutes 


i 


•H. 


Discussion of door 
openers 


4 minutes 


Handout - Haad of Distraction 
page 4-3-2 


I. 


Review role of the - 
receiver 


3 minutes 




J. 


Solution to road- 
blocks 


2 minutes 


J 


K. 


Summary 


1 minute 




L. 


Watching video - 
**Case of Insxibordin- 
ation" 


16 minutes 
4-3-1 


Video tape • "case of Insubordin-. 
at ion" 
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Htid of Diatnction *- 



Th«t« %S9 things that g«t in tht way of sending and 
RtcAiving a cisar mtasagt^ 
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Unit 4 - Conaunication 



Ltiion 3 - Th-i LietCMr and tha Masiaga. . 

Motat A 6 B of thiji laason ia a raviaw of laaaonf 1 6 2 of thia unit« 
If your atudanta hava noV abaorbad the pravioua laaaon this cim 
ba uaad. If thay hava laamad tha information or ara fruatratac 
and naad a braak/ bagin with Saction C« An additional raviav: 
ia^ available in laaaon 5« ^ . - 

A. ''Tha laat two daya wa hava daalt with tha joba of tha aandar." List 
' tha sender's job on the blackboard to send a clear message « ''Yes- 
terday/ we discussed different ^types of messages sent by tha sender* 
List them on the board and briefly review the following type of 
messages. ^ 

' Roadblock* messages: 

l/ Solution 

2 . . Put down 
3.^ Avoidance 

State that these messages become a problem only when they are used 
at the 'wrong time and place. "Yesterday we also discussed alter- 
native solutions to the above problem messages; 

4. Polite statements. . 

5. Polite statments with explanations. . 

B. "Lefs review the video tape, th'at , highlights" 'the par^r of a 

good message. While you are watching the video tape/ th-^nk 
about the problems, involved in getting a clear message across ^ 
and how a good listenerv could .solve acme of those problems. 
As you watch the video tape see if ypu' can pick up any ?:oad- 
blbcks the performers* create for you." 

1. Show video - The Message. 

2. * Discuss the following points: 

* a. How youth felt about the video. Did the performers create 
any roadblockis' for you? , ' • 

b. What kinds of problems were portrayed? 

c. How were these problems solved? 

C. Focus discussion on family and friends. Utilize information frcm 
the videotape, situations and cover the following points. 

1. *^o you have a friend who you especially like to talk with? Toes 
that person seem to hava a knack for Imcwinq what you mean or 
helping you come up with solutions to vour problems? Do you 
find that you 'and otjket people seem to lika.this person alot? 
He or she probably has a natural ability to use good listening 
skills. Most* of us h?ive to work at developing those skills, Mt 
we can all do it. Using those skills can help us to get to know 
other people, and ourselves better. r« can ilso get alone better 
with supervisors, co-workers, friend* and families. Spea}:ir.c of 
which, there's a point we ought to talk, about right now."^ 
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2. -Family : On. of th« things the experts have .i^^f^u- 
ihTcloser we are to a person, the mpre our emotions affect ou. 

-response, about th« or to them, (^he 'Pl^;"* '^^^ »°^?«f „„ej. 
says it all) . Th. sam. qo»t, of cours., 'o^^^ t""*-" 
or thing, about which we have =^onc and J^P^^ hirfljr ' 

the mora important .omeone or ,i» 5° ^"AeSto?" « 

times when we "l^^Slf^f .^!S,$%„pSSSL! ^md of course, that 
'c^'iiuiS'f iSSnfaiS'if ^S^ubir^Keep-^is in mind Some of 
- 1" IZs Jh" we will most need to us. our glistening skxlls, 
are going to be the hardest times to do it. 

State -The skillful comunicator c« send cljar^^^ 
well with a certain ease, no matter how i^^^f^fjjtrvi^^udcemen^ 
communi-calrion -seem.. He ^ « S . /K.' couldl^Sgicite. " 

■ to know when, where , how and with whog s/fie couia commu« 

E. continue: "We have covered the s»nder and the message. Sow let's 
spend time on the receiver and the listener. 
1. -The video outlined some good p6ints o.f ajreceiver. Does anyone 
' remember what they were? The list should include: 

a. .Hear the -message 

= : ?SS:SSS!v?U"'£Tll.n=. to ,h=.^.tt.nti=n to th. ..ni.r 

d- Noh-commital acknowledgement to keep'-aender -sending 

e. Door openers to start topic or conmunication 

2 "These things are u«ed to help the receiver do their job well. 

job S^th^receiver is tl understand « J^t.^^L- 

the message going as long as necessar:^." List this :ob desc-i- 
tion on the^ blackboard. . . . ' . 

3. state:- Hearing the message and ^<i«"Jt°^^f »"^*?%-"n- 
the primary jobs of the receiver. Let's hold ^^J-" 
Se Lid get into the secondary job, ksepin j communication eoing. 
We listed 3 ways: 

a. constructive silence 

b*. Non-commital acknowledgement 

c . iSoor openers 

?. Let's deal with the constructive silence first.- State and discuss s 

1. "People's discomfort with silence - Emphasize- if the body lang- 

' * uage of the sender shows interest and thought (good eye contact, 
a facial expression that lets you know they are thinking) , the 
receiver can r^lax. If not, maybe the receiver should leave or 
start a new topic. 

2. People's need to have time to think - to cfet- their thoughts 
together to express an idea. 

4-3-4 

248 



Conclude: "A receiver '41 silence allows for good coranuhication 

when the receiver's body language and eye contact are 
appropriate." 

G. "Next on the list was non-ccnmital acknowledgement. " State and 
discuss: ^ 

1. ** "This technique comes in two forms:. 

a. Physicail - nbdding, shaking you head, taking someone's hand 
or patting someone oh the back. 

b. V«rbal - 'raally' , .'go on' , 'uh-huh' or 'so'." 

2. "A good racaiver usei thaia to J««eP the sandar going until 
- - ha/iha gats" all "tSa iiiifbrmation ha/iha naads. 

h; -Door opanars ara third on tha- list, thay ara usad .for two reasons: 

1. To k««P communication going - aftar a P-J^iff of conitBactiva 
siianca a racaivar may ask, 'What ara you thinking about? or 
'What's tha problem?' 

2. To bagin communication - 'How's it going', 'Yo', Jjlliy f !|°Yon 
ara you doing?' ara all greetings which allow for comAun Lcaticn 
to bagin. " 

summarize: "These three techniques allow for ^° „ . 

continue, and they are used by the receiver. They are generally 
• Ssed wheA the raciiver feels that s/he has not received enough . • 
information, or whan s/ha feels the sender has more to say. 

I. "Let's get back to the receiver's primary. or first job: to Jiear 
and. un^derstand' a massage." 

1. Ask what are the reasons for listening to and understanding 
messages: ^. 

a. To get definitions. 

b. To get instructions. 

c. To get explanations, 

d. - To make .contact with another person.- - • 

2. "We have just discussed the ways tc keep communication going 

until thi receiver has gotten all that's *'=^^®''® 
hi3/her job of hearing and understanding a clear messa*, . 
3ut like the sender, the receiver can create roadblocks.^ 

One roadblock is distractions; state: "Distractions can be 
iS yoSr head only, like thinking of something great to say; 
or they may be partly environmental and partly in your head, 
e.g., background noises." 

1) Use the handout "Head of. Distraction" , page 4-3-2. 
Er|c 4-3-5 
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2) Ask studtnti whether th«y as r«c«iyers ever experienced 

any o£ these distractions during a conversation. Did 
. the distractions hinder their hearing and understanding 
of the message? 

b. '*The second roadblock is avoidance. You notice avoidance 

in the receiver's body languit^e: lack of eye contact/ 
huiQiLingv turning away from the speaker, etc.** 

c. "A third roadblock is interruptions. These can hinder com- 

munication by not allowing a message by the sender to be 
completed.** 

d. "The kody language of the receiver can also be a roadblock. 

If the receiver's body language shows boredom or impatience/ 
the sender, if ^lert, will probably stop sending his/her 
message." 



J. These roadblocks on the part of the receiver may b.e solved by: 

1. A higher degree of concentration on the sender and his message. 

2. Explaining the distraction difficulty; e.g. , "There is too much 
noise in here. Can we move our conversation?" 

3. Changing his/her receiving body language. 

4. Holding their questions or comments until an appropriate 
^break in the senders message. 



K. Summarize: 

1. "It takes two or more people to communicate. All people in- 

volved in the communication must be active: 

a. The sender is active, speaUcing and looking at the receiver. 

b. The receiver is active, hearing, understanding, and supply- 
ing encouraging signals, (silence, acknowledgement, etc.}". 

Note: The sender shoixld be one person. The receiver can be any 

number. 

2. "The message or source of information must be clear." 



3. "These are the three basic components (sender, message, re- 
ceiver) of any good communication system.** 

L. State: **Let's see what happens when the system of cr.nnmunicaticn 
breaks down.** 

1. "We are going to watclv?^ 'A Case of Insubordination*." 

2. Elicit from students a definition of insubordination.^ 

3. Continue: "This video is divided into three sections: 

er|c ^-^"^ 



a. How th« employe hears and s«ei th« situation. 

b. How tha supervisor hears and sees the situation. 

. c. How a neutral or uninvolved pnrty (a soda machine service 
man) sees and hears the situation." 

^ota' The introductory* and concluding remarks are very boring . 
(ilaSt delivered in a mohotone) . St would help if you 
couid introduce the video, k suggested <=o5=l««i°i . *^ 
■ Se beginning of the next lesson. It. would also aid the 
. itSdentrto lee- Sections 1 fc 2 (they are 5 minutes Jjci^) 
jSlSTSout them until the n^xt class and then see the last 
section (5 minutes). If you opt to do this, here are some 
questions for the students to think^ about: , 

1. who is wrong? 

2. Who is right? . - 

3. ^Wh~at roadblocka-did-the-supervisor use? - . , . 

4. what roadblocks did the employee use? 
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L«tson 



Titl«t 



L<««on Ovrvi«v 
Cofflaunication in Practica , 



Pursoaa: to daaonatrata tha cooiplatad procaaa o£ communication • in 
jurpoaa, J|^f^^«g«J^j5'^ uSdar.taJding o£ aa.artiva co«unication 

and it« rola in solving problama. 
Iquipnanti vidao tapa playar and monitor. 



A. 

B. 

C. 
D. 



F. 
G. 
1. 



ActivitiM 



rini«h: "X Cm#„o£ 
Insxibordln&tlon 

Practice Conmunica- 

tion 



Summary 



Introduction to s«lf- 
aflS«rtation 

Resolution of con- 
flicts and axcap- 
tions ±o resolution 
rules 

Definitions of asser- 
tive / passive and 
aggressive 

Summary 

Closing statement 

Questions, and An- 
swers 
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Tiaie 
15 minutes 

11 minutes 

3 minutes 
2 minutes 

5 minutes 



5 minutes 

2 minutes 
1 minute 
1 minute 
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Resources/Materials , 

Video tape - "A Case of Insub- 
ordination"- * ' I. . 
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Unit 4 - Communication 

L»sson 4 "-* Comunication in Practxc« 

k. It you didn't complttt thm ihowing o£"A Case of Insubordination," 
do so aftsr a^/rsvi«w^o£ what tha studants saw yastarday. If you 
wara unabla to start/ saa Lasson 3 Saction I for introduction 
and notas« 

1. Aftar tha showing/ discxiss: 

a^ What want wrong? This discussion should includa: 

1) Tona of tha sandars. 

2) Spaca violation by tha supervisor. ^ 

3) put down statafflants* 

4) Solution stataman^s* 

b.._How.^couldL.problams«tiaYaJDaan_.ay.oidad? ! J 

Stata:"Lat's practica working through a complated communication . 
procass." Divida tha class in half. Giva akch group a list of 
topics to prasant to tha othar group. Allow soma preparation 
tima for aach group. Inform them that they are to take a stance 
pro or con and validate the stance to the audience. 

.4ote: The rationale for this exercise is to pick a topic witli strong 
disagreement potential so that group members will face work- 
ing through emotional content to shape a clear message. You , 
may wish to tape record the exchanges to help in . evaluating 
them. 

1. Introduce the exercise by stating^ "Listening to the main 
idea/ and separating it out from other information means MHz^g 
vour thinki;ig skills. So does separating fact frqm opinion. 
The exercise we're about to do now will require careful use 

of -your tiiinking/ listening and speaking skills." 

2. Suggested list of topics: 

TO get mzurried To deal dope 

To steal a car TO drop out of school 

To cooperate with police To leave home 

aotBi You may wish^o run this as a debate. If you do so/ make 
sxire before the debate begins that each team has different 
positions on the issue and that they have identified points 
to discuss. ' . 

3. Have students evaluate how well they did as senders or receiv- 
ers. Discuss barriers or roadblocks that resulted in less 
effective communication. Disctzss how hard it was Jbo think and 
Listen carefully when you strongly disagree with someone. 

C. Suznmeurize: * 
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ERIC 



1. Highlight: 

a. ■ Tha sandar and hii/har job description. 

b. Tha massage and the requirements for a clear message. 

c. The receiver and his/her job description. 

2. Refer bade to exer.cise just completed. Enphasixe ttiat the bes^ 
interaction was where the sender sent a clear message to 
which the receiver listeded well and could react. 

D. Introduction to aelf-assertation 

1. Begin this section by asking these questions: 

"Have any of you ever been in a situation where someone- asked 
you to do something you didn ' t ' really want to do? 

Can you tell us about what happened? 'how did you. fee; while • • 
trying to aecide? Hoy did you feel after reaching a decision? 

• a Ask a few learners to give examples of situation*. If learners 
«i rATcfnt to start! .tart th«a .of f with a story of your own 
to break the ice. Note emotions that are discussed on flip -na.t. 
Included should be' anger,' fear and depression, among 'others. 

b State»"All people feel emotions of anger, fear and depression. 
If you feel angry, afraid or depressed, that doesn t mean you 
are sick. You feel that way because people are built to feex 
that way. These emotions have survival value. These emotions 
allow us to deal with other .people. Of course, carrying these 
emotions to extremes and acting in certain violent, aggressive 
or self-destructive ways is not healthy." 

2. "When faced with a conflict, animals We two methods of dealing 

with each othert 

a. Eight (aggression) - expressing anger. 

b. Running away (flight) - expressing fear." 

3. "Humans have a third' method of cooing when faced with a conflict-.-. 

Cap anyone tell me what that is? Answer: Using words to try 
and come up with a solution to a problem. 

) 

Z. Stati:" There are times when it is not possible to deal with other 
people verbally." For example: ^ 

1 "You leave your jacket in the reception area of your doctor's 
office. When you return after your examination, your wallet _ 
is gone. There is no one there to try and solve the problem 
• with." 

a. How would you feel? 

b. What could you do?" ^ 
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2. Ask: ''Can anyone naxn« som« situations when you couldn^t 
solv« your prcbltms with another person verbally?" Discuss 
situations fuid emotions felt, and how emotions could l?e re* 
leased. The kinds of problems that might be suggested at 
this point include dangerous, life threatening situations 
or situations where the problem* person isn't there. For 
example, a person doesn't try problem-solving with a mugger, 
or a drunk driver, or a thief who is gone. 



State: "Most problems and conflicts come about while dealing 
with other people. We can be aggressive in these situations, 
be passive (not doing what we really want) or be assertive 
(tell the other person how we feel in a way that, makes us feel 
good and does not hurt the other person) . " 

1. ^ Write ASSERTIVE, PASSIVE and AGGRESSIVE on the flip chart, 

then define . 

a. Assertive - to talk things out in a positive way. 

b. Passive - to give in. 

c. Aggressive - to fight. 

2. State the benefits of assertive communication. They should 
include : 

a. Satisfaction without physical risk (fighting) . 

b. Learning respect. 

3. Practice through role play assertive responses with the follow 
ing situations t "You're late for class because of one of your 
friends . likes to talk to you. You really want to get to class 

» Your friend calls 'Hey John, wait up'." 

4. If this goes wi»ll, have several other situations handy. See 
beginning of the next lesson for suggestions. 



Summarize the class by asking the students: 

1. Whether they feel they havo noticed any improvements in their 
messages or their position as sender and receiver. 

2. Whether they were aware of assertive comm^ication before 
today . 



State: "Tomorrow we will practice euisertive communication^ so 
please review and think about it tonight. 



Questiccs and Answers. 
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Unit i 

Lesson ^ 



Lesson Overview 
Title :^ "Assertive Coitonunication. 

Purpose: to expand on youngster's understamding and use of assertive 
communication to assist them in problem solving* 



Equipment: Audio tape player. 



Activities 

A. Review definition of 
^ assertive, passive, 
and aggressive* com- 
munication 

B* Practice situations 

Broken record tech- 
nique 

D* Questions and 
Answers ^ 

E. Assertive^Bill of 

Rights 

F. Practice tapes 



G. Review Unit 

H* Review Questions 

I* Answer Key 
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3 minutes 

4 minutes 

1 minute-'. 

2 minutes 

5 minutes 

15 minutes 



5 minutes 
10 minutes 
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Resources/Materials 



Handout ''^Assertive Bill of 
Rights page 4-5-2 
W.O^W. I. 

Audio tapes - "Stick up for Your 

Rigi^ts** - tape 11 

**The Il»7ic Words that get You 

Fired tape 6 

Getting help ^«aid Information 

tape 2 



Handout '•Unit Review Questions" 
page ■ 4-5-3 
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Assertive Bill of Rights 

A. People have a right to express their feelings including anger. 

3. People have a right to feel and express competitive drives. 

C. People have a right to meet individual needs. 

D. People have a right to make "mistakes. . f 
£. People have a right to change their minds. 



F. People have a. right to be treated as an adult and not patroniiiad. 

G. People have a k'^ght to be independent. 

- — . 

H. People have a^^right to say no and not feel guilty. 

I. People have a right to say don't know, I don't understana. " 

I • 

J. People have. a right to say *•! don't care," but accepting the con- 
sequences that go along with such a decision. 

K. People have 'the* right to be treated with- respect. 

L. People have the right to be listened to and taken seriously » 

M. People I^aye the right to set their o%m priorities; 

But - People who want these rights must: respect these rights in 
others. If a person does not do this, s/he forfeits the 
right to the Bill of Rights until s/he can prove that they 
can hemdle the responsibilities that come with the' rights. 
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^ CoTTgnunications Review Questions 

Part I. All communication is made u? of three parts, table the parts 
on the drawing below. 






3'. 



'-a-t II True and Flase - Read each statement be-low. .Write true if 
ySS think it is true, write false if you think it is false. 

1. My body language should match the message I am sendir.3. 



2. Choosing the right words are noi: important in sendi-AS 

■ a clear message. 

3. Eye-contact is an example of verbal communication. 

• 4. Who, what, and where are part of a clear message. ^ 

5. /one job o£ the receiver is to listen* 

6* Talking with your hands is an exa-iple of non-verbal 
-—^—^ communication . 

7. The tone of your voice in comnunication is not import^.it: 
' * in sending a clear message. 

3. How closely you stand from a person when communicati^s 
is important. 

9. Assertive statements can be helpful in problem solvitis- 
10. Pos.ture is a' part of communication. 

Part III. Read each statement below, write the correct word/words in 
the blank. . - 



2. 



the wror.3 time. 



is a form of non-verbal communication. 

is an example of a road block, when used at 



is a gesture < 



erJc 
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■ It- 




1 




r2- 



IS callcLng CO you. 



is listening to other sounds, while so:::sor.e 

is the person who is speaking. 

is the information. J 



Part IV. Complete the following sentences with the correct words, 
i. List the si,x elements used in sending a complete message. 



2. List the three road blocks to communication. 



3. List the four things to remember in sending a clean message. 



5 . 




ERIC 



4-5-4 • 



■259 



iiit 4 - Coiamunication - ^ - * 

es3on 5 - Assertiye Cororauhi caption 

• Review the definitions of assertive, passive, and aggressive', 
coramtin i cat ipn . ' 

Continue with 2 or 3 practice * situations, see below: 

"You've just cleaned your tfoom and discovered your baby sis-ctr 
has messed , it up'." 

2. "Your test paoer -is returned to you and an answer that is correct 
* has t jen marked incorrect. It isn't marked wrong on anyone 

else' s paper. " 

* 

3. «You go into McDonald's and. everyone ignores you, serving aauj-uS 

firsts The counter person, turns to 'another adult who arrive-"' 
- after you. "' 

4. "You are the .first one at the bookstore "in the morning, but 

another student cuts ahead of you." ^ 

summarize this exercise by stating:/ /That ass e^^^^ tt'^^Ssillf' 
cation can get one what one want witn the least risk to on^selt. 



State: "One method of assertively 5etting what you want is. 
called Broken Record." Writfe "broken record" on \he flip chart. 
Continue*: "By practicing to speak as if you. were a broken record, 
you learn to keep saying what you want and not get 'sidetracked. 
You have to keep saying what you want in a calm/ repetitive voice 
until the other person renlly heayrs what you're saying arid gives 
in to your request or agrees to a compromise^'* ^ 

L. ■ Act out a broken record situation with"*one,:3.e'arner. Make up 
your ovm or choose from .the following: ' > ' ' 

a. door-to-door salesman wants to sell you encyclopedias ^ 
..you aon^t want. Record - "But I don't want, an encyclopedia 

"""^"^ '>'•'. 

b. "You bought some groceries and got hoae to f'ud some meat 

missing. You have returned to the store to^ straighten out 
the problem. Record - 'My meat, is missing • , 

c. "Your, friend premised to do something for yoi^ ^t a set tirae. 

He didn't do it. Record - 'But you promised..* 

2. Keep the ,role play brief to demonstrate the* technique to learn- 
ers. After completion discuss:- 

a. How the "asse'rtive" person feltf* 

b. How the other person reacted. 



c 



F. 



.3. Have- learners volunteer (in groups of two) to act out situa-cicr.s 
with one being assertive using broken record language. JiaKe 
' up situations or choose from the following: 

a. "Your younger brother or little nephew wants to go to the 

movies with you.auid your friends. 

b. "You are planning to go ^w^iy over the weekend and your aarents 

want you to spend time with them. 

c. "Your uncle wants to fix you up on a blind date with his boss's 

son/daughter. You have other plans and you aon't wish to go. 

. Stop after each role play situation to discuss how the situation 
was handled and other techniques that could have been utilizeu 
effectively. , 

. Questions find Answers. 

i. Distribute the"Assertive Bill of Rights" page 4-5-2. Give tha 
students an opoortunity to follow while you read aloud, ^iscuss 
each point highlighting the student's rights and others righrs. _ 
Alsa state: "The way you express. -these rights must be apcrcpri-wc: 
to the situation. For example, you have a right to get angry 
with your counselor, but not to threaten him/her with bodily 
harm.*^ Emphasize the right, but doubly emphasize the how . 
Mention: If you respect others as you use this B^ll °f .^fht^.,, 
others will generally respect you and act appropriately. Empha 
size the but on the Assertive Bill of Rights., 

"Remember - vou must be responsible in the way you express your 
rights: keep your behavior appropriate." 

Practice their assertive skills with: 

a. "Stick op for Your Rights- tape 11 from the Vferld of Work I. 

b. "The Magic Words That Get You Fired"- Tape 6 from the World 

of -ferk I. 

c. ^Getting Help and Information- Tape 2 from the same 'collec-cicn. 

Review the unit. Highlight: 
1. The job of the sender to get a clear message through. This 
involves : 
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at. Proper use of - who, what, where, when, why, and how. 

b. Use of the: 

1) Right words. * \ . 

2) Right method (includes .tone, body language, space). 

3) Right time and place. . . ' ^ ^ ^ 

4) Hearing beyond the actual words (v;atching for body lang- 
uage and tona)'^ 

c. Avoiding of roadblocks. 

1) Solution statements. - 

2) Put down statements. 

'3) Avoidance of communication. 

d. Using assertive communication in combination with politeness 
to get one's needs and wants met by others. 

The message - This is the information being sent. It should: 

a. Be clear. ^ 

b. - Be complete^ 

c. Have appropriate tone.^ 

d. Tailored to the audience or receiver. 

e. Mean the same thing to the sender and receiver.^ 

The receiver or listener should get the information necessary 
to understand a message. This involves keeping communication 
open until the message is fully understood with the use of: 

a. Constructiye silence. 

b. Acknowledgement. 

c. Door-openers. 

"In this unit we have isolated the various parts of communica- 
tion for the purpose of understanding the process. Remember, 
in the communication process, you take turns sending and re- 
ceiving. So -be alert. You need both the sender's and re- 
ceiver's skills to complete most communications." 



Distribute Review Question page 4-5-3. Give students enough 
time to complete questions. 



I. Key - Communications 

/ Review Questions 

Part I, 

sender 

message 

receiver 

Part II. 



1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



True 

False 

False 

True 

True 

True 

False 

True 

True 

True - 



Part III; . 

1. Eye contact^ facial expression, posture, 
gestures, walk 

2. solution, avoidance, command, put down 

3. clenched .hand, crossed arms, head nod 

4. distraction 

5. sender 

6. message 
Part IV. 

• 1*. Who, what, where, how, why, when 



2. solution body language doesn't match 
command words 

avoidance put down 

3. choose the right words for sending the mes- 
sage^^ choose, the right method for sending 
the message J choose the ^ right time and 
place for sending the message; hear beyond 
the actual words someone sends to get the 
real meaning of the message. 
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Title: 



Unit i- 

Lesson ^ 



Lesson Overview 
Communication and the Job Hunt 



Purpose: To inform students of the steps in lining up a 30b interview, 
Also, to review the unit so students will receive a complete 
picture of the process of communication and its problem sol- 
ving capability. 

Equipment: None. 



Activities 

A. ReviW of Communica- 
tions 

o. Fundamentals of call- 
ing for a job inter- 
view 

C* Job hunting exercise 
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Tine 

5 minutes 

20 minutes 
20 minutes 
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Ur.it 4 - ccaaunicarior- 

Lasscn 6 - Cowm'^'iicarion and the Job Hunr 



•;o«: This unit appears after ti-.e Review Questions zo ailcw for 
optional use. The options are: 
" 1. TO use as a reminder of Unit 3 and an introduction to 
other Job Search Units which follow. 
2. TO review information the students missed in review 

questions of Unit 4. 
i. TO tie Unit 3 and Unit 4 together. 

A. "In cnis unit we have talked about ccmmuriication skills." 0-atii.-.e 
the following: 

1. Six elements of communication (who, what, where, when, why andhcw) 

2. Four rules: 

a. Choice of right word 

b. Choice of right time and place 

c. Choice of right method 

d. Hear beyond the actual words 

3. T.he rolaof" the sender -and -receiver. - 

B "in t.he Job search Unit we discussed your role as 

Sf's see how communication works in looking for a job. .he ^ 
discussion should include: 

1 "As a sender and job S'earcher- when you call or go to a ccm^any 
iooki^r^or a job, how are the six elements 
used to send a clear message?" Examples of soma are. 
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a "Who VOU are - the job searcher and your name. 

S voS Jlsh to talk to: a person in the personnel cepart- 
ment'or person who does the hiring. 

b. "What you want - ar job. , ^ 

What you .can offer t.he company. 

c. "Whv t-his particular company? Because: • 

1) *- Of a job onening you heard about. 

2) Your skills match the work they do. 

♦•hat th& earlv bird gets t.he worm. When you are avaixaoxe 
^5 start woril after^chool ends in. Imie; aJfter t.he school 
■ day?" 
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e, "Where is the person you should be talking to? Is she/he 

located in the personnel office, the business office, 'wlie 
executive office, where?" 

f . " How do you deliver your message? Remember you are eitlier 

on the phone or in person. Let's deal with, a phone message 
first. What hows should you be aware of while talking, 
on the phone?" (Follow with a conversation in person.) 

Phone ; In Person ; 

Tone Tone 
Assertiveness Body language 



Appearance 
Assertiveness 



- Point out:*'Aji'in person how' requires the use of non-veri:al 
communication bejcause the company workers can see you, This 
is more effective than the phone because the company sees 
more of your skills." 

Role play, a phone message to a company looking for a job, ^hen 
role play an in person request for a job. Critique each role 
play making sure a cleaur message was sent. 

Continue: "How do the four rules of communication help in tiie 
job search?" This discussion should, highlight: 

a. "Choose the ri ght words - remember 'who' you are job searcher)* 

ana 'wno' you want bo ' t alk to- This also includes the 'vnat' 
you want (a job). So, choose the right words; 

1) In your opening - introduce yourself, I'm ^ 

- state what you want. 

-^ ask for the correct person. 

2) In getting information about a job opening. 

3) When selling yourself. 

4) .In closing, try to leave a lasting positive impression." 

b. " Choose the right time and place - remember this is the 'when' 

and 'where' of communication." 

1) "When should you go or call?- Eeurly." 

2) "Where should you go or call - The department or the section 

of the business that handles the hiring of new employees." 

c. '^ Choose the right method - This is the 'how' of a clear rzes - 

sage. " 
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1) "Watch yo*ur tones - not too loud, not: too 'soft." 

2) "3e assertive - stace your wants positively; 'I want a 

, job*. When the conversation gets^ to what you have to « 
offer the cciapany, give them your abilites amd strengths* 
In addition, if you are in person: 

a) "Have your body language match your message*" 

b) -Appearance-be well dressed" and ready for an 

interview. You may not get one, but be ready. 

d. " Hear beyond the actual words • this is another 'how' of com 
municatl'on. Listen and look (you are now^ the receiver) for 
body language, tone, and emphasis^ on the words that the 
.personnel person uses. If in doubt about something said, 
what should you do?" 

• "Let's just spend a moment on sending and receiving. During 
most of this process, while on the phone or in person, you 
will be sending. Remember, keep your message clear. There 
will be times when you will be receiving. Listen well 1 1 
If vou aire in oerson, watch the person with whom you are 
talking, pick up on their body language. That body language 
just may have an extra message. 

Job hunting exercise - Have students list a job title and its 
job description. Have them write -down notes on how they woula 
call a company for that job. Role play as many as you can. 
Critique each for communication skills and job search techni- 
ques. Follow this exercise with a role play of how they would 
make contact in person. Put in a cashier, salesperson, or 
receptionist they will have to talk to first, then let them tax.- 
with the personnel staff. « 
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OVERVIEW OF UNIT 5 "APPLICATIONS" 



Unit Purpose 

To have students: 

- Understand what the application process is. 

- Learn application form vocabulary. 

- Become aware of legal and illegal questions. 

- Learn how to successfully complete an application, 

- Understand how to successfully complete the application 
process. 



Unit Lessons 



Lesson 1 - 



The Application Process, Vocabulary, Legal/Illegal 
Questions! This lesson orients students to the applica- 
» tion process, reviews do's ""and don't' s o£ completing 

applications, and begins reviewing vocabulary words. 
It also makes students aware of legal and illegal ques- 
tions which may be found on applications. 

Lesson 2 - Completing Job Applications Correctly : This explains 

the structure and content of a job application and gives 
students the opportunity to practice completing an appli 
cation. They are also encouraged to update their person 
al fact sheets to help them with future applications. 

Lesson 3 - Summary : This reviews how to complete the application 
process and summarizes the unit. The review questions 
consist primarily of another sample ^application. 
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UNIT 5 - "APPLICATIONS" 
Unit Notes 



This follows Unit 3, The Job Search, but also can 
draw upon information discussed in the Communication Unit - 
Unit 4. Completing applications well is an important skill. 
Some employers use applications more than interviews for entry- 
level jobs. 

Some youth think they know all about applications, and' 
don't want to "go through it again". If students feel that they 
are capable of filling out am application correctly and balk at 
spending class time in this area, distribute a real application 
for them to fill out. Then, collect the completed applications and 
mark them. If the students do well^ you can shorten this \init; if 
not, show them their errors and continue. The objective should be 
to complete 90% of the application, with at least 70% of it dene 
well. All of the crucial questions (identifying information, posi- 
tion desired, work history, references, and signature) should be 
done well. 

Youth with low reading skills should learn how to identify 
the standard portions of cui application, and should learn how to 
copy correctly from their fact sheet to the application. This 
should enable them to complete 50% or more of most application forms 
They should be encouraged to ask for assistance when completing thm 
remainder of the application. If their reading or writing skills 
are very low, they should ask whether they can take the application 
home. Not all companies allow this. In cases where this is not 
allowed, students should be encouraged to explain their disability 
and ask for assistamce. 

Instead of using the application samples supplied with this 
curriculum, it may^ be more interesting for youths to collect 
Scunple applications on their own, and/or have an employer/guest 
speaker bring some in. The more real world linkage, the better. 
Youths in the field test cycles responded much more positively to 
"real applications" than to xeroxed copies of the same application. 
They were eveii less interested in a mock application. 

If students are unclear about how one gets an application and 
what happens to it ^after it is completed, you may want to expand the 
discussion of the Application Process (Lesson 1, Section A; Lesson 3 
Section A) ; have students with some job search Experience discuss 
this; and/or have am employer address this topic. If students have 
difficulty with understanding and completing application forms, you 
may wish to add another lesson to this unit by slowing down the 
pace. 
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Unit i 

Lesson ^ 



Lesson Overview 

Title: The Application. Process , Vocabulary , and Legal/Illegal 
Questions. 

Purpose: ^o orient the students to t^e application process / review 
do's and don'tS/ and begin reviewing vocabulary words. 
To make students aware of legal and illegal questions on 
applications . 
.Equipment: ^o^e. 
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Activities 

A. The Application 
Process : 

1. Introducing the 
process 

2. The purpose of app-' 
lications 

3. How to make them 
easier 

4. Do's and don'ts 
tips) 

5. Where should you 
complete the ap- 
plication? 

6. Information for 
J.O. 's 

B. Application form 
vocabulary 

C. Legal and illegal 
questions 

1. Introduction and 
examples 

2. How to handle them 

3. Exceptions 

4. Vocabulary words 



D. Questions and Answers 

E. Optional exercises: 

1. Introduce another 
vocabulary list 

2. Find illegal ques- 
tions on an old 
application fo^ 

3. Filling out an 
application part 
way and using a 
resume for the 
rest 



Time 

14 minutes 

(2) 

(2) 

(2) 

(7) 

(1) " 



12 minutes 

17 minutes 

(6)minutes 

(3 )minutes 
(3 )minutes 
(5)minutes 

2 minutes 

12 minutes 
5-10 minutes 

5 minut.es 
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Resources/Materials 



Handout - "Tips on Application 
page 5-1-2 



Handout - ."Words Found on App 
lications" (list 1) page 5-1- 



"Legal and Illegal Questions, 
Teacher's Guidelines" page 
5-1-14 and following. 

Handout - "Words Found on App 
lications" (List 2 Illegal 
Questions) page 5-1-5 



Handout - "Words Found on App- 
lications" (list 3) page 5-1-6 
and list 4 page 5-1-7. 
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Tips on. filling out Applications 

1. Bring your Personal Fact Sheet with you so you can copy 
from it. (It's a legal cheat sheet.) 

2. Redd all directions carefully, and look over the whole 
application form before you begin filling it out. 

3. Be honest and accurate. Don't Leave things out. Don't 
make guesses or lie. - ' 



4. 



Be neat. You should always print when filling out an ap- 
plication unless^it says to write in script. Don't cross 
out, foldf 'or spill food on it 



5. Spell correctly. Have hard words written on your fact 
sheet so you can copy and get the spelling right. 

^ «\ 

6. Use blue or black ink, unless you are told to use something 
else(such as a pencil). 

7. Don't leave anything blank. If a question does not apply to 
you write N/A (not applicable) or draw a line through the 
blank. If you are not sure whether or not it applies to you, 
answer it. ■ 

8. Don't use the word "Anything", " especially where an applica- 
tion asks for what position you would perfer. "Anything" 
is not a job title. 

9. Sign your name where it says Signature. That is the one place 
you don't print. Print your name if it asks for your name 
and doesn' t say "sigrf* or 'Signature'.' . 

10. Be careful, especially in the Work Experience section where- 
they usijally want you to write your most recent employer 
first and your first employer last. 
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Name 



Words Found On Applications (List 1) 

ijirections: In the blank space next to each jword write in what the 
word means ) or give an example of how you would answer 
a question on an application with that word. (The words 
in parentheses show how this t^ord might be used on an 
application form.) 

For examplt:: Address: The name of the streatjcity, and 

state where I worked ^ or 
Address: 43 3rd Avenue, Yorkville,, N.Y. 
14069 



1. Address: ^ 

(Employer's Address) ' 

2. Signature: 

(Applicants Signature; . 

3. Exi^erience: 

(List your experience) 

^. Position: 

(Your Position.') 

5. Employer: ^ 

(May w$ contact your employer?) 

6. Supervisor: ^ ^ 

(Name of supervisor) 

7. Former: ^ , 

(Former employer) 

0. Current: * . 

(Current address) 

1 . Reference : ^ |j . 

(Name of one rererence) 

0 . Convicted : 

(were you ever convicted or ta teiony?) ^ 

1. Bonded/Bondable: ^ i , 

(Have you ever been bonded; Are you bondabie; Have you ever been 
refused a bond?) 

2. Citizen/Citizenship: 

(Country of citizenship, are you a U.S. citizenV) 

3. Salary: r— frr - 

(What was your salary ~' 



272 



Words Found On Applications (List 1) 



14. Permanent: 

(Will you only accept permanent employment'^ 



15 • Available: 



O^hen are you avaiiab.leY; 



16. Applicant: 



CName of applicant} 



17. Relationship: 

(What is your reference's relationship to you?) 



18. Relative: 

(List a reference, excluding telatives.) 



Nane 

Words Found On ApplicaCion Fortns" (List-:'!) 



Directions: - In the .blank space next to each word write vnat the 
word Bean., or give an example, or how you would answer 
a question on an application with that word. (The words 
in partiutheses show how this word might be used- on an 
application form.) 

For exaitfple: Address: The name of the street, City-, and 

state where I worked, or 
Address: 43 3rd Avenue, Yorkville,. N.Y. 
'14069 

(NOTE: The words listed here are usually but noc always,^ with illegal 
questions.) ? , 



1 . Race : ^ 

^ ^ O'Haat is your race'O 

2. Religion: " 

OvTiat" is your -religxon^) ^ 

3* Marital status: 



(What is your marital status O 
4. Spouse: 


A 


K 


(Name of spduse) 
5 • Dependants : 


{Nuaber of dependancs; 
6. Age: 






0>?hat IS your age'f ) 
'7. ' Date of -Birth: 


• / (State your date -ot birth) 
8. Birthplace: 


^ (State your birthplace) 
» 




\ 


* * 

§ 

* 
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Name 



Words Found On 'Applications (List 3.) 



irections^ In the blanlc space next to each word write in what the 
word aeans/or give an example of how you*would answer 
a question on an application with that word* (The words 
in parentheses show how this word might be used on an 
application form.)' 

For. example: Address: The name of the Street, City, and 

state where I worked, or 
Addre'ss: 43 3rd Avenue, 'YorkyUle,, N.Y. 
^ 14069 



1. Present: 



(Present employer) 



2. Terminated: 



CWhy were you terminatedV) 



3. Previous: 



(Previous address) 



4« Diploma: 



(Type of diploma received) 



Defects: 

(Do you have any physical detectsV) 

6. Qualifications: 

(List your qualifications) 



Full-time: ^ 

(Are- you- looking tov tnLL^ti^me-^avifi-lT^ 



8. Temporary: 



(Would you accept a temporary jobV) 



J. Sign: 

(Sign here) 

10. Veteran: 

(Are you a veteran O 



11 • Handicaps : 



(Are you hanaicappedY) 



.2. Occupation: 



(Occupation or rererences) 



13. ^Hobbies: 



(list your hoobies) 



14. O^^ertime: 



(Iiill you work overtime?) 
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Name * ^ 

Wo rds Found On ADPlications (List 4^) 



Directions: In the blank space next to each word write in what the 
word means, or give an example of how you would answer 
a question on an. application with that word. (The words 
in parentheses show how this 'word might be used on an 
s application form.) < 

For example: Address: The name of the street, city, and 

State where I worked, or 
Address: 43 3rd Avenue, Yorkville,. N.Y'. 
14069 

1. Part-time: 

(Do you preter part-time?) : 

2. Disabilities: ^ 

/ • (Do you have any disabilities?)- ° 

3. Bankruptcy: ^^^^^^^^^ 
(Have you ever riied ror bankruptcy/) 

4. Interests: 

\ (List your interests) 

5. Extracurricular: 

(Are you inv&lvea in extracurricular — 

activities?) 

_4..__Athiatlc- 



(Are you involved in athletic activities?) 



/. Prefer: ^ 

(Do you prerer ruii-tine work?) 

3. Blank: 

(Leave this space blank) ~ 



9.^^ Zip: 

(City, scatej ana Zip) ~ 

10. Major:- 

/ (^''hat was your major at school?) 

11. Highest grade completed: 

(What was the highest graae you ~ 

^completed?) 

12. Specify: 

(Please speciry the position vou are 
applying fof) 
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Unit 5 - Applications 

Lesson 1 - The Application Process and Legal/Illegal Questions 
The Application Process 

1. Introduce the lesson by asking: "Whenr.does the .application 
process begin?" The discussion should include: "When yea ^ 
have contacted a specific employer and received an application 
blank., sent in a resume, or written a letter. It begins with^ 
a piece of paper or i statement: 'I'd like to apply for a^Dob , 
which usually leads to a piece of paper (a blank application) . 
Does everyone remember this from the vTob Sesurch lessons?" ^ 

2. Contii^ue with: "What are applications for?" (Answer: to frus- 
trate job seekers I) Discussion should include: 



a. The employer's perspective: "Why. do they use applications?" 

b. An applicant's perspective: "Why is an application of use ■ 
to you? It's one sure way to get your foot m the door ana 
sell yourself, and it's free. Your application form is the^ 
first thing an employer might see. If it's filled out rign.., 
you've got a better chance that it won't be the only thj.ng 
she/he will see. (Maybe she/he will want to see you.) 

3. Continue: "Applications are a drag!" Ask which . students haye 
filled out applications and see if they agree. Ask why. State 

"Everydne will have-^o fill out applications at some time, ana 
the purpose of the next few lessons is to make this pro^cess 
easier; not more fun or exciting, but less frustrating, how 
is' it going to be easier^ We're going to give you a legal 
ch eat s heet, review vocabulary words and lea_tn what to write 
" in answer to" the" application's^ questions'. " 

"Your application may be one of several hundred applications ■ 
on the desk of a personnel person. There has to be something 
special about your application that sets it apart m a gooa 
way from the others, that sparks interest Qn the Part of the 
Interviewer that makes him want to single you out (and hope- 
- fully hire)-." 

4. Following is a list of hints for filling out job application 
forms. Write each short tip statement (underlined below) om 
the flip chart and lead discussion with youth about why it s \ 
a good idea to follow each hint. Alternatively, instead of 
following a straight lecture format, you may wish to solicit 
tips fr6m the learners, and ask them why these are good hints 

\o follow in filling out job application forms. Be sure that 
the list is comparable to the, one provided here. After ais . 
cussing tips, distribute the handout. on page 5-W . 

a. "Remember your personal fact sheet ffom job search? This 
is your Cheat sheet. Keep your fact sheet at hand so yoi^ 
. can copy from it. This will help in tilling out an appli-. 
cation form jaore quickly and accurately. 
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There is less chance of having to cross things out (or erase 
them), put down an incorrept da.te or address, etc., or of 
spelling words wrong. We will update this to make it fit 
an application format." 

" Reaa all directions and look over all of the form before 
you fill it out. Most job application forms contain cer- 
tain similar questions, but they're not all the same. Look- 
ing them over^bafore filling them out helps prevent errors 
and information that is not accurate." 

" Be truthful and accurate . The employer will find out event- 
ually if you lie pn your form and. in some cases, that may 
even be a reason to fire you. Also, if you. were fired from 
a job and don't list thajt job,, the. interviewer will see a 
break in your employment record and will probably wonder 
what you were doing then." 

"Prin*! nQa^_ly . If an eir "^loyer can't read your job 
application she/he won't be very interested in meeting you. 
If your application contains cross-outs, or has peanut butter 
and jelly on the corners, it doesn't present you ii' i:he best 
light. You may seem sloppy, poorly organized cind even 
thoughtless or careless." « 

" Spell correctly . All of the things that apply to being 
neat apply to spelling correctly. If you spell things 
wrong on your application*, an employer may not be able to 
figure out what you meant; you also may seem careless, thought 
less and poorly ' organized. " 

" -.se blacK ar blue ink unless told to ^se something else. 
It's stanaard business procedure to use blue or black ink 
and when^you use it too, it shows you . know some of these 
little thanv;js- If it says to use a pencil, use a pencil!" 

" Leave no blarks . If a question does npt apply to you, write 
n/a or draw a Idne through the answer blank. This makes it 
clear that you didn't accidentally skip the question. Make 
sure that you answer all the questions that do not apply to 
you. " 

" Never write the word 'Anything' when an application asks for 
your job preference. There is no job called 'anything' and. 
you ^are neither qualified for nor interested in all jobs. 
Pick pne or two job titles and write them in whene it says 
position desired. Always be as detailed as you- can when 
completing applications." 

" Sign your name where it says ' Signature' . Write your name 
in script (cursive) only where it says to sign. This is 
usually at the end^ of the application At the beginning, 
they usually want yoM to print your n^e." 
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j- " Be careful . Especially :n the Work Experience part of the 
application, where they usually ask you to put. your most 
recent employer first* (List it in backwards time order,) 
They don't always say this, so be careful ' 

5* "Where should ypu fill out the application? At the place of 
business unless they tell you to take it home. If you know 
you will have trouble with it, ask^if you can take it home 
and bring it back the same day or the next day. Don't delay i 
Keep it clean and don't fold it. Fill it out in your own 
handwriting if possible." 

6, For youths who have been convicted of a crime as an adult or 
as a Juvenile Offender (JO) , instead of answering the question 
"Have you been convicted of a crime?", they may choose to leave, 
it blank if they deal with it in the* interview as follows: 
(not following through with this information in the interview 
may provide grounds for being /fired, ) 

a. They take the initiative and bring it up at the start of 
• the interview. 

b. ^ Explain th.at they left it blank because they didn't know 

who v;ould see their application and felt this was something 
their supervisor should know, but that their co-workers 
shouldn't. That's why they are bringing it up now, 

c. They made a mistake when they committed the crime; they have 
paid for it and now want to start cleeui with 4:heir co-workers. 

Note: Jhis issue is addressed again in The Interview, ' Unit 6 
Le^sson 5 (page 6-^-7) . 

d. If they are a convicted felon and can't be bonded^ they 
should^ not apply for jobs requiring bonding, such as bank 
tellers or cashiers, (Bonding is ohe" of the vocabulary 
words discussed in the next exercise,) 

'f 

Application form vocabulary. Introduce it along these lines: 

1, "One of the reasons people hat^ filling out applications is 

because they can't understand the applications. Applications 
have their own language, like want ads and like your slang. 
It's much easier to deal with applications when you can 
speak their language." 

2, "I have several vocabulary Uists to go over with you. You 

have probably heard of many of the words, but when used on 
applications, they sometimes have a specialized meaning," 

3^ Distribute, the first list and ask the students to fill in what 
the question means^ or what information it is looking for; e,g. 
Signature: my name signed or John SmZth . Tell them the words 
in parentheses are examples of how the vocabulary word may 
■ appear on application. They don't have to respond to the' 



/ 
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words in parentheses, but that may help them understand the 
vocabulary word. This may be confusing, so have them go 
through the first one or two as a group. If students are con- 
fused by having an option when answering, tell them to just 

write an example of what the word mecins (this is the easiest 
option of the two presented) . 

C. (Optional) Legal and Illegal Questions 

Note; This is a very complex topic cind may do more harm than good, 
especially for less mature students who have limited under- 
standing of the subtleties involved in properly interpreting 
the law and try to become "jail house lawyers". Stu- 
dents should be told that laws were passed to try to elimi- 
hate questions from applications that have nothing to do 
with the job. Some Examples of illegal questions can be 
given, but the exceptions (see Section #2) should be empha- 
sized. Bec&iise of these exceptions, it is very difficult 
for anyone to| be sure it a question is illegal or not. 
Therefore, it' is best if students answer all questions unless 
they are absolutely sure that a question is illegal. 

A more involved discussion of this topic is presented for 
those students who are mature and interested" in the subject. 
Guidelines as to what constitutes cin illegal question are 
appended to this lesson. They are from the booklet "Rulings 
on Inquiries Relating to 'Race, Creed, Color, National Origin, 
Age, Disability, Marital Status or Arrest Records as of Nov- 
ember, 1976", published by the NYS Division of Hiaman Rights. 
You should review this information before teaching' this lesson. 

The application forms of most major employers now conform 
to these laws, and this point should be emphasized. A jtiore 
detailed discussion of discrimination in employment is cover- 
ed in Unit 8 Lesson 7 and Unit 9 Lesson 1. 



1. You may wish to begin this topic by stating: "AS some of you 
may know, a whole series of laws were passed in the 1970 's 
which make it illegal for a person who is hiring to ask a lot 
of questions that, used to be asked all the time. This is. be- 
cause the government felt that the answers you would give to 
those questions really has nothing to do with your ability 
to do the job and might give the employer unfair reasons to 
not hire you. " 

, "Sometimes those questions are still on job application^ foms 
and sometimes they're still asked. Before we start practic- 
ing how to fill, in' job application forms, I want to explain 
what these kinds of questions are, give you some examples of 
them, and talk about how to not ansWer them. " 

a. Explain the concepu of legal and illegal questions, noting^ 
that the laws were made to help prevent unfair discrimination 
ia hiring practices. The opening statement above (#l^) should 
help you. 
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b. Verbally provide examples of legal and illegal questions 
(samples for your use are appended in this lesson) . 

c. 3e sure to remind youth that "Have you ever been arrested?" ^ 
is an illegal question, but that. "Have you ever been convictec 
of a crime?" is legal. 



1) 



Note that any youth granted Youthxul Offender status, or 
adjudicated PINS, or Juvenile Delinquents by tne family 
court (tlie great majority of youngsters in DFY programs 
and facilities) may answer "no" to the question Have 
you ever been convicted of a crime?" 

2) However, if there are Juvenile Offenders in your group, 
be 3\ire to explain that they have been convicted of a 
crime arid must answer "yes" to the question- 

2* Ask: "When can questions generally considered illegal be 

legally asked?" Explain the following situations if learners 
are unfamiliar with' them. Emphasize that unless a youth is 
absolutely sure a question is illegal, she/he should answer 
it* Review especially b and d below: 

a. "Government agencies (local, state and federal) may ask quer 

tions that would usually be illegal. This is for research 
only and answers to the questions camnot be used when they 
decide if they want to hiire you." 

<t 

b. "Some companies may have been ordered by the government or 

courts to ask certain questions." . 

c. "Some employers have special hiring programs (Equal Opp- 

ortunity Employers or those with affirmative action pro- 
graans) planned to help them hire women or minorities. 
These companies can ask certain questions that are other- 
wi-3e illegal. " ^ ^ ^ 
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d. "A question that's usually illegal may be legal for an 

employer to ask if it applies directly to a specific job, 
e,g; cabin attendants must be a certain height to be able 
to safely reach things on airplames." 

e. "Certain questions such ast 'How many dependents do you 

have?' are illegal if asked before yoa are hired, but « 
legaL once you are hired. " 

"It is legal to ask you your age if you are under 18 or 
over 65, or if the job requires you to be a certain age 
due to insurance reasons." 

3. Continue: "So you can see that it is hard to tell whether or 
not an application question is illegal. You don't know whether 
the compemy has any special hiring programs, cmd you may not 
realize that certain information may be legally asked by a 
compamy. Usually when a company asks questions which are 
generally illegal, they explain why they are asking them, and 
state that they have permission to do this; but they don't 
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4. 



always dja this. Unless you're absolutelv sure a cuestion 
iL^ri®^ ' f^swf^ If yovi have your" doubts, vou can 

nt^ someone in the personnel office about it and/or you 
??^v«n^ with an adult friend whose judgement you trust. 
I'yl^r ^° personnel office be polite, don't act like 

^ecu^Mn°^H J«?ow-it-all, and ask them why the company is 
-equesuing the information you are concemad about. Don't ' 
a^gue^r accuse them- of breaking the- law. You may be wrong." 

"hf;,??^ ^® '"^f.^ question is illegal, you may leave it 

itfl^' * through it, or write n/a ('not applicable') 

' -f*"®* "Illegal Question" in the blank 

/JE f > employer think you are a wise guy 

/ or trouble maker. " ^ 
c / . ■ .. . 

/ oftS^^^!! *2 (page 5-1-4) which contains words 

• "1,^"°^-^^®*^ ""-^^ Illegal questions. You may discuss - 

/ -^f illegal/irrelevant to most jobs. E^en 

tfiiS^i '^''''^ ^i^h ^« discussion of 

/ A t ^^estions, you should have students complete this 

JSn^^J ? completed after a person is hired, and 

^PP^^^fs^ally °" application forms as noted previously . 

D. Questions and Answers. 

S. Optional exercises. 

-^o^^rri^^i^ llsUr l^'iL ^---^-e an 

the Review Questions S llsloS'3^ i^lT " 
lists on page 5-1-5 and 5-1-6. additional" 



2. 



3. 



a. 



b. 



idpnti^v *^«-A.wp-i-«s-o-r- a-c— to-the^tliaents for them to 

tions apply. wneiiner any of the excsp- 

=^ S!i^t^^;:^s^? is^"; resume y=u 

doing it, and maki %f«?l„ /i acceptSble befora 

application t^viSl^lpe'^lff^^J^^ens^the resw to &e 

SfphS^^) ?°^1"!l\'?hL'^if^L's^SS\!i°" address, 
answer, wwicj. questions which their resume doesn't 

Kve'to^E; las'Serinf^hS'' -"^^V^her .questions do^ not 
the resumj. ^^^^ thoroughly addressed by 

Please see resume" should' be -•fct^n in ui, 
those cuestions. which are civeref S rlsS^^' 

S-J.-13 



GUIDELINES ABOUT LEGAL AND ILLEGAL QUESTIONS 



DIRECTLY Rg/EIATORY OUSSTION'S 

The Lav forbids employers * eaploj'menc agencies, landlords, and real 
espace sellers, brokers and salespersons and creditors from asking certain 
questions in an application fona or in a personal interview before selecting 
an employee, appr'intice or tenant or making a real estate sale or lease, or 
extending crediL"** Th* following are different types of questions that are 
lawful or unlawful: 

Subject Lawful* Unla-jful 

Complexion or color of skin. 
Coloring • 

Inquiry into applicant's 
religious denoniaacion, re- 
ligious affiliation; church, . 
parish, pastor or religious 
holidays observed* 

Applicant may not be told 
"This is a (Catholic, Pro- 
testant, or Jewish) organ-* 
ization." 

Inqxilry into applicant's 
lineage, ancestry i national 
origin, descent, parentage 
or* nationality. 

Nationality of applicant's 
parents pr spouse* 

Whac is your mother's gongue? 

Sex: Inqtolry as to sex. \ 

Do you wish to be addressed 
as Mr.r Mrs.?- Miss? or Ms.? 

Karlcal Status: Are^ you: married? Are you 

single? Divorced? Separated? 

Name or other information 
about spouse. 

Where does your spouse work? 

Vfhzt are the ages of your 
children, l£ any? 



^Questions which are lawful may hd unlawful when they are asked to get 
infotmntion which is not job-related and not justified by business 
tio.ressity. 

♦^ome questions may be legally asked after selection. ..... 

5 -1^ 14 " . , • 



Race or .Color: 



Religion or Creed: 



Natlccal Origin: 
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GUIDELINES ABOUT LEGAL AND ILLEGAL QUESTIONS 



page 2 



Subiect 



Lawful 



Unlax;ful 



.Citizenship: 



Language: 



EducatiOTtj 



Are you a cicizen o£ the 
United States? 

If not a citizen of the 
United States, do you 
intend to become a 
citizen of the United 
States? If you are. not 
a United States citizen, 
have you the legal right 
to remain permanently 
in the United States? 
Do you intend to remain 
permanently in the 
United States? ^ 

Requirement that*:applicant 
stare whether he or she 
has> ever been interned or 
arrested as an enemy alien. 

Inquiry into langxiages 
applicant speaks and 
writes fluently. 



Inquiry into applicant's, 
academic, vocational or 



.(5f :what country are you a 
citizen? 

whether an applicant is 
naturalized of a native*- 
bom citizen; the date 

/jhen the applicant ac- 

' quired citizenship. 

Requirement that applicant 
produce naturalization 
papers or first papers. 

Whether applicant's parents 
or spouse are naturalized 
or natlve^om citizens of 
the United States; the data 
when such parents or 
spouse acquired citizenship. 



What is your native language? 

Inquiry into how^ applicant 
acquired ability to read, * 
write or speak a foreign 
language. 



prof ess^ionaL education 
and the public and 
private schools attended. 

Inq\ii37^ into work experience.. 

TUtmm, ot applicant's* relatives, 
other than a spouse, already 
employed, hy this company* 



roperiance: 
Relatives : 



Notice in Case 
of Emergency: 



Military 
Experience: 



Inquiry into applicant's 
military- experience in the 
Armed Forces or the United 
States or in. a' State tiilitia« 



Names, addresses, ages 

number or other information 
concerning applicant's 
spouse, children or other 
relatives not employed by 
the company* 

Nama and address of person 
to bft notified in case of 
accident or emergency* 

Inquiry into applicant's 
general military experience, 



GUIDELINES "ABOUT LEGAL AND ILLEGAL QUESTIONS 



page 3 



Subiect 



Lawful 



Unlawful 



Birch Control: 



Age: 



Disability: 



Arrest Record: 



Are you between 18 and 
65 years, of age? If not» 
state your age. 

Do you have any impairments, 
physical, i^ental, or medical 
which would interfere with . 
your ability to perform the 
Job for which you have 
applied? 

If there are any jposltions 
0^ types of positions for 
which you should not be 
considered,' or Job duties you 
cannot perform because of a' 
physical f mental or medical 
/.disability, please deseribe. 

Have you ever been convicted 
of a crime? 
ICGive details.)* 



Inquiry as to capacity to 
reproduce, advocacy of 
any form or birth control 
or family planning. 

How old are you? Uliat 
is your date of birth? 



Do you. have a disability? 

Have you ever been treated 
for any of the follo\/lng 
diseases. ••? 



Have you ever been arrested? 



Exceptions to the Rulings about Directly Revelatoiry Inquiries t 



Bona ~ fide" occupational qualifications ^ 
Approved minority group employment plans 
Requirements of cour.'ts and other governmental agencies 
Research by civil service departments 
Inquiries made after selection 



^Effective January 1, 1977, an applicant may not be denied employment 
because of a conviction record unless there is a direct relationship 
between the offense and the Job or unless hiring would be an unrea-- 
sonable risk. An ex-offender denied employment is entitled to a state*- 
ment of the reasons for such denial. Correction Law, Article 23**A, . 
s754. 



/ 



ERIC 
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GUIDELINES ABOUT LEGAL AND ILLEGAL QUESTIONS 



page 4 



INDIRECTLY Rr-ELATORY 'QUESTION'S 



It is unlawful to ask qutstlons the answers to which will Indlraccly 
reveal Infornacion as to raca» creed, color, national origin, sex, marital 
status, disability, age or arrest record in cases where such in£onation , 
may not be aslced directly* The sane exceptions apply* 



Subject 



Name: 



Address or 
Duration of 
Residence: 



Birthplace! 



Birtndate: 



Lawful 

Have you ever worked for this 
company under a different 
name? 



Is any additional information 
relative to change of name, 
use or^an aaauaed nana or 
nickname necessary to enable 
a check on your work record? 
If yes, explain. 

Applicant's place of 
residence. 

Hov long a resident of this 
state or city? 



Unlawful 

Original name of an 
applicant whose name 
has been: changed by court 
order or otherwise 

llaiden name of a married 
woman n 

If you have ever worked 
under another name, 
state name and dates. 



Birthplace of app^licant. 

Birthplace of applicant's 
parents t spouse, or othe r 
close relatives^ 

Requirement that applicant 
submit birth certificate, 
naturalization or baptismal 
record. Requirement that 
applicant produce proof of 
age in the form of a birth 
certificate or baptismal 
record • 



Photograph: 



Requirement or option that 
applicant affix a photograph 
to employment form at any 
time before hiring. 



ERIC 
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GUIDELINES ABOUT LEGAL AilD ILLEGAL QUESTIONS 



Subject 

Military 
Experience : 
(contO 



Organizations ; 



Lawful 

Inquiry into applicant's 
service in particular 
branch of United States 
Aray, Navy, etc. 

Inquij^y into applicant's 
m6abership in organizations 
which the applicant considers 
relevant to his or- her 
ability to perfom the job. 



page 5 



Unlawful 



List all clubs, societies 
and lodges to which you 
belong. 



ERIC 
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Unit 5 

Lesson 2^ 



Lesson Overview 



Title: 
Purpose: 



Completing Job Applications Correctly 



To review the structure and the content, of a job application, 
so students learn how to complete an ai^plication correctly. T^ 
have students practice completing an application, and update 
their Personal Fact Sheets as needed for future assistance* 
Equipment: Video tape player and monitor. 



A. 
B. 
C. 
D. 
E. 

F. 



Activities 

Introduction-Do you 
follow directions? 

Review a blank appli* 

-cation- — " 

Review a completed 
application 

"Sell Yourself" 
excerpts 

Complete an applica- 
tion, discuss and 
review 



Questions and Answer^ 2 minutes 

(Optional) Have stu- 10-20 minutes 
dents design an 
application 



Tiaa 

lO minutes 

10 minutes 

5 minutes 

5-10 minute?? 
10-20 minutes 



Resoxxrces/Muterials 

3andout-"How Well Do You Follow 
Diajections?'' page 5-2-2 

aandout-Jpb_^Application page 5-2- 



Handout- completed application 
page 5-2-5 

Sell Yourself" videotape 

Handout-blemk job application 
page 5-2-7^ 



Paper and pencil) 3 < 



ft 



ERIC 
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HOW WELL CM' YOU FOLLOW DIRECTIONS? 

fit 

(A three minute test) 

1. " Work as quickly as you can* - . 

9 

2. Read everything before doing anything • 

3. ' Write ycur naiae in the upper right-hand corner of this paper. 

4. Write your Social Security number twice, along the bottom of the 
paper, (if yo^i don't have one, write your date of birth in numbers, 
twice.) 

5. In the left-hand margin, draw four circles. 

6. Put an X*in three of the circles. 

7. Put your middle initial in the other circle. . 

- - ■ . 

8^. On^ the 'back oT" this paper, multiply 3.35 x 8. 

9. Underline the word "margin" in number 5, 

10. When you reach this point, stand-up and call out your name. Then 
sit down and continue. , 

11. On the back of this paper, add 104 and 111. 

12. Circle the answer to question 11 and underline the answer to number 8. 

13. If you think you have carefully followed directions, call out loudly 
"I havel" 

14. In your normal speaking voice, count from 1 to 10 backwards. 

15. If you are the first person to get .this far, call out "I am theleadtr 
in following directions. " 

16. Draw a line through this sentence, and using a pen or pencil, put a 
hole in the paper at. the end of the sentence. 

17. Circle the word "the" in four different sentences. 

18. Underline the word "anything" in number 2. 

19. Add the answers to the questions 8' and 11. 

20. Add up the numbers in your Social Security number (If you don't have 
one, add up the numbers in yoior date of birth.) Write your answer 
in the .lower left hand corner. 

21. Underline the word "before" in number 2. 

22. Now that you have finished reading carefully, complete only sentence 
three . 



5-2-2 



SUPERMARKETS 



PLEASE PRINT 



NAME:. 



UST 



ADDRESS:. 



STREET 

PHONE, I: _i L_ 



AREA CODE 



PRICE CHOPPER SUPERMARKETS 
P.O. BOX 1074, SCHENECTADY. N.Y. 12301 



APPLICATION FOR EMPLOYMENT 

(518)355*5000 



PLEASE COMPLETE ALL APPLICABLE AREAS OF THE APPLICATION 



FIRST 



MIDDLE INITIAL 



CITY 



STATE - ZIP CODE 

SOCIAL SECURITY' NUMBER: 



tn 
I 



POSITION APPLIED FOR:, 
Exptcled Rata of Pay: . 



Aro you looking Jor full lima?.. 
Aro you looking for pact lima?. 



.par weak. 



Would you consider pari lima if no full lima potilions ware open?. 
Are ihore any roslriclions on Iho days, hours |h«l you can work? 



Wliich shills would you prefer? 



Days^ 



Evenings. 
Mkinighls- 

Aro you al least 16 years of age? 

Are you over 70 years of age? 

If umlor IB, fill in dale of birlh / 



< . EDUCATIONAL INFORMATION 


School 


Mama 


.Addrasf 


Na ol Yasf f 

Complal4Kl 


Gfaduiilc 
(Yes/No) 


Coursa/ 
Dtigrea 


Elamanlsry 






















HiQh 
School 






















Collaoa 






















Butloau/ 
Trade 






















Olhar 












1 




1 





er|c 



Do you al this limo. havo any physical dofocU which would impair your ability to perform m lha position wWh you have appliedT-^ 
M yea, explain In detail - 1 ^ 
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PRIOR WORK HISTOJlY-(Be«in with th* most recent one) 



COMPANY NAME 


Address. City. State. Zip Code 


Employment 


, Rate of Pay 


Supervisor 


1 — ■ 




Employed 

19_ 


. Starting Rate 
per we«k 


Name 






Left 

Id 


1 ' 

Rate when left 
) Lper week 

n 




Phone ft » ^ 


Title 


Area Code 




Job 

Position 


Job Responsibilities: 


\ 

\ 


1 


Reason for leaving 


COMPANY NAME 


Address. City. SUte. Zip Code 


Employment 


Rate of Pay 


Supervisor 






Employed 
19 


Starting Rate 
per week 

Rate when^^eft 
p«rw«tk 








Left 

19 '^^ 




Phone t{ ) . 


Title 


Area Code 




Job 

Position 


Job Responsibilities: 




• ■ \ 


Reason for leaving 


COMPANY NAME 


Address. City. State. Zip Code 


Employment 


Rate of Pay 


Supervisor 






Employed 

19 


Starting Rate , 
p«rwe«k 








Left 

19 


Rate when left 
per week 




Phone . ) 


Title 


Area Code 




^ Job 
Position 


Job Responsibilities: 




Reason for leaving 



Were you previously employed by Price Chopper _ 

If yes. where 

When 19 to Reason for leaviria 



Yes No 

Supervisor's Namf. 



PLEASE READ CAREFULLY 

APPLICANTS CERTIFICATION & AGREEMENT: I understand that you may request an investigative consumer report 
^hich shall contain information as to my character, general reputation, personal characteristics and mode of livinn. I uncersiand 
that, if credit report is obtained. I may make a written request for a copy of the report. 

I hereby certify that the facts set forth in the aoove employment application are true and complete :o the best of 
Tiy kncwiedge I understand that if employed, falsified statements on this application shall be considered sufficient cause 
lor dismissal 

Applicant s Signature q^^^ 

Thank you for completing this application and for your interest in employment. We would like to assure you that your 
opportunity for employment will not be discriminated against for race, creed, sex. age. religion and national orioin 

interviewed by _ , 0^,e lntefviewed__ 

gj^^" FORM NO .C43C (02/ 15/80) 5-2-4 
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0PY.1 lrrontltB«y.3/79) YORK STATE EXECUTtVE DEPARTMENT 

DIVISION FOR'YOUTH v 

APPLICATION FOR EMPLOYMENT 

EXISTING LAV\/S PROHIBt T DiSCRIMINA TtON IN SELECTION BECAUSE OF RACE, COLOR, RELIGION, NA TIONA L OR IGIN, 
SEX, AGE, PHYSICAL DISABILITY, OR MARITAL STA TUS. 



A00R6SS: 



3. TEL: R«, 



MAIUNG AOORCSS (If difftnim from abovt): 



POMTinM A»#t ICQ PQR. //l^rn/'g^ ^LfT ^ _ 



5. tftr-ATinn; A-n^, p/zf/'O 



i. OATCAVAILAIUE: 



'a.Hivt you tvtr bt«n convicttd of an offtnst agiirm tht law or forftitwi coilattfil, or art you now undtr chargaa for any offtma against tht 
law? You may omit: (1 ) traffic violationa for which you paid a fina of $30.00 or la»; an<f (2) any offomjcpmmittwl bafort your 21st birth- 
day which wu finally adjudlatad in a juvanila court or undar a Youth Offandar Law. Yaa □ 

'b.Whila in tht military sarvica^rt you avar conviciad by r oourc-martlai? Yaa □ No □ AJ/ Pt , 
NOTE; Effacnva s'^nuar/ 1, 1977, Saction 296 of tha Maw York Statt Exacudva l-iw prohibits unlawful diicrimlnation against indviduali 
who hav« baan convtcuxl of vna or mora criminal offanaaa. Applicants who havw baan convictad of criminal offansaa should consult Saedon 
703*a and Sacttons 750-7bS of tha Corractibns Law for furttm information, < 



eOUCATlON 




LMMien 


Ysart Att^n^od 


Collofi 
Craiiv 
R#C9tvori 


Mtjor/Mlcar 


Sai 


USB 


Otfraa 
Kccaivad 


Mo/Yr 


Tm 

Mc/Yr 


Ya 


No 


Ugh school 










X 








X 


|jpOLU£GE. 

■jnivehsity, 
Professional 
or technical 

ISCHOOL 




















DTHER SCHOOLS. 

QRAOOATE 

SCHOOUOR 

maAL 

pSURSES 





















00 YOU HAVE A NEW YORK STATE HIGH SCHOOL EQUIVALENCY DIf LOMA? Y« □ N© 
. J^E YOU UCENSEO TO WACTICE ANY TRAOSOH PROFEStlON? Y« □ 



Nairn of Tndt or Profoirional Uema 


iMdEv 


0«tal«uad 


Om ExoifH 



















3.SFECIALSXILU0R COMPLETED IlisEHVlCE TRAINING COURSESTWHICH MIGHT AID YOU IMFCTTORMING THE DUTIES OF THE FOSlTtON FOR 
WHICH YOU ARE AFf LYING; IaJa^I CUAfs o UrriT^'^l'i^ <A^^ 



1. ARE YOU UCENSEO TO .DRIVE A MOTOR VEHICLE? Ym □ > NtJSl 
00 YOUHAVE^rHANSFORTATION? Ya^Sf 'No ^ 

2. MIUTARY SERVICE: Yti □ Na V If Y«, tvpa tf woawdoni . 



If Y««atv«daH. 



3r«nch 



S«vicai.O.No. 



Military Oceu08t)on(s) 



I for lanlorHy 



InQTE: If this If yoMr nm wnqlovflwm wWi New York Sm an4 ym Imand to daim crtdK • • vawran 
tfan fonm rmm bo lubrntttod to ftm Faraawid Offteo w<thlft ana manih of o nn< avmant . 

Y« □ No ]K If Y«: ACnVE □ INACTIVE □ 
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acopyof your Miliary 



ARE YOU A MEMtER 0^^ A RESERVE UNIT? 
ARE YOU A DISAILEO VETERAN? . YasG NoB 



ERIC 



BEST eOt?Y AVAILABLE 



13.ARE YOU AN EXEMrr V0LUNTE5R FIREMAN? Yt» □ No^"' 

a. EMPLOYMENT HISTORY: Crt all tmpiovntnt vvimin tht p«it fiv« ytan. drwcnt tmoloyrnvnt fim. If i NYS «moloytt. <ncludt tiat. saiKY y*dt. ind ratirt, 
f ,f ^ ?tfrn.. T«mp.. Cont JFtnn. (Atticn additionil ih««is ifm^MMry — you m«v attich a rwunt in htu of compitnaf tfiii itctlon.) 



NAME AND ADDRESS OF EMPLOYER: 3^:^/^ V Sery^(C^ SVa/rbfl 



DATES EMPLOYED: From 7/79 To ///^/ NYSSTATUS^ /tVA 

SUPERVISOR'S NAME AND TITLE: -T*^ X/nt'^, n^^¥\^r-^ 

YOUR TITLE AND DUTIES: fi^.^,fi,^ ^i^ ^ P.. -yr^'^i^ J^^5 

REASON FOR LEAVING: Az7?r/*>^ 



MONTHLY EARNINGS; ^ jL CO,C>0 



ADDRESS OF EMPLJfER: SgJ^P ^Vy\C/e^y^J^ 
LCYED: Prom 6 / 7V To 9/'7^ NYSSTA 



NAME AND 
DATES EMPLOYED 
SUPERVISOR'S NAME AND 
YOUR TITLE AND DUTIES: 



STATUS: 



TITLE: ^^f fi^ a^pG\A^J) ^ 



MONTHLY EARNINGS: ^arr^di 



REASON FOR LEAVING: Sat^ a JVifa a.'h ^ ffi*^ 



NAME AND ADDRESS DF EMPLOYER: 

DATE*; EMPLOYED: From To . 

SUPERVISOR'S NAME AND TITLE: 

YOUR TITLE AND DUTIES. 



NYS STATUS: 



.MONTHLY EARNINGS: 



REASON FOR LEAVING: 



NAME AND ADDRESS OF EMPLOYER: 

DATEK EMPLOYED: Frtxti To 

SUPERVISOR'S NAME AND TITLE: 

YOUR TITLE AND DUTIES: 



REASON FOR LEAVING: 



NYS STATUS: 



.MONTHLY EARNINGS: 



tS.MEM8EnSKIP IN ORGANIZATIONS (Otf)tf ttun Rdlfiouil: 



Prof«aional:_ 

Cvic: 



/ ciftriV rtaf rtt ttxtmvenn on this ^ppiictdon 9nd^9ttm:MpBpmtMn comet to th0 bmtof my kpow^tdgt. I j/jo undmsond rfijf /W- 
sifrQtJon of ihis ^pp/fcation rmy rmuit in my dmtsmi, if I am aecapttd for ampioymmm I j/io sgrm to ak0 my phyvcwi Mxaminavon that 
may b» raquir^d by thm Oivraoft for Youtff. if appointwd, i furthar agnt to ^ fingarpnntvd and to pay xha appnpriata fm fwquirwd forzuch 
fingerprinting. . O / -r / 



TO BE COMPLETED AFTEH EMPtOYy.1ENT 
1. DOYOUHAVE APHYSJCALORMENTALDISAIIUTY? Y« □ No □ If Y«. pl«M«np4iin: 



2. DATE OF BIRTH: 



3. HEIGHT: 



4. WEIGHT:. 



5. SEX: Mil* n 



MARITAL STATUS: Mamtd □ Oix\m Q 



FvTUltQ 



/ Certify that tha abova ststtwantt ara trut. / undemnd that faisifKadon of this informavon-may muit in my dixmisak 

V 

ERIC BEST COPY AV AI L ABLE ~ 



'2M 



RESTAUR/\NT OPERATIONS 
HOURLY EMPLOYEE 

APPLICATION FOR EMPLOYMENT 



Burger King Qoiporatlon ^ 

Mi EQUALCPfORTUNrTY CMPUOYIR M/P/H 



coiQi; 



In 

Of swIm 



ATML iiR, olvviioii or 

^^^^^ ^^^^^ ^^V^^^^^H 





UASTNAMC 


WW 








sTvuiTAOcness 


cnv . 




voooc 






□ MAMTMNtrr DMno □oT>«n 






ir 
■1 


l9Y0UI^Crn2INCH(^0ltlMMIQ^T1CM51)^TU9SUCHT^ □ YtS □ NO 
yHiTO.CCICnWJgDa#U3YMgffMWMCMeCglTUf^ 




AACYourG 14.1S □ i»ri7 □ ltdnouMR 








wyvMO^nofiiOHi 







1-^ 


CP 9CH9QL>N0 >fX3M9i 


CM 

(mm 


n 


aa 


NO* 


ISSs 


MAJOR 




















L C\ 


HIQHSCHOOC. 
















■ 

a 


aXL£OC 


















oThM 


















IXmACUH^CUlAR ACTIVmES 


•CM 


iSnUr MOUMSMHKiH _ _ 

ooufTuormmPMi- um UM 



.ran HOUR 



Q/KYSANO 
HOUnSAWULOU 

TO worn 



TO 



WCDNOOMT 



THURHMT 



WHATlNTmSTEDYCUMBUIKiCII^CMQ? 



WHAT AAt YOUR HCAMX ^MCJU. INTWs f 1 >M& AdTMJ U? 



M MAaHMTQN SITkm A mCOm OR CCKt/ICnON OQO NOT 01^^ 

HM^YCUfVIRMENOONVICriDOPARBXiNYO^^ □ NO □ YIS 

tPYfa.SmTCCHAmi.OCUTi:OAllANOOI8ramONCPCAil. 



Epjc BEST COPY AVAILABLE 
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BEST COPY AVAILABLE 



(Burger Xing Ac^jLication Side 2) 



AOOMSI/PHONC NUMtCA 



imjOYCD(MMl4>W} 
fPOM TO 


S13UW 






AVCV^3I NUMMR OF HOUra 
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Unit 5 - Applications 

^sson 2 - Completing Job* Applications Correctly 

Note: The application forms included with this lesson (handouts 

page 5-2-3 through 5-2-8) are intended to oe used in a classroom 
situation. They are. not to be compl^eted and turned in to the 
^ cpmpany as a real application. If students are interested in 
^ . applying to any of the cbmpanies whose forms are distributed 
in class, they should be encouraged ta go to the company and 
complete an application there. Most companies frown on appli- 
cations which are not completed 'la their employment office. If 
students have basic skills in completing applications, you 
need not review all three applications (sections B,C, and E)'. 

A. Begin. the lesson by saying; "Today we are going to learn how ■ 
to successfully complete an application. But first, we're going 

to see how well ^ou can follow directions." Distribute the Follow- 
ing Directions handout (page 5-2-2) and tell students to follow the 
directions carefully, and to be quiet, except where th<8y are in- 
structed by the form to ^s ay something. When they are finished, 
they are to sit quietly (so. they don't give the trick away). Have 
some fun with this before going on to B» 

B. Introducing the Application. 

1. Ask the students; "How do you get a blank application?" 

2. -After a short discussion, distribute a blank application and 
have students review it without filling it out. Have them ask 
about any of the application questions which they don't under- 
stand or are unsuris" about how to answer. Point out any unusual 

' aspects of the application and the introductory and/or closing 
statements. CYou may wish, to use^sample on page 5-2-3 and 5-2-" 

3. Ask students to pull out their Personal Facfe Sheets (Unit 3, 
page 3-3-2) and see if they contain all of the information 
the students would need to complete this application. Have 
them add additional information as needed on the bottom or the 
back. 
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C. Distribute a completed application from a different company than 
the one used in A above (see, handout page 5-2-5 and 5-2-6.) 

1. gave students note the similarities and differeiices between th« 
two applications. 

2. Have them locate errors* iLprove answers where possible; and 
ask questions about parts they don' thunder stand ♦ 

3. Again, have them update their fact sheet as needed. 

5-2-9 9 
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D. ' Show excerpts from the videotape "Sell Yourself* which deal wit^i 

filling out applications* Encourage discussion and questions. 
The sections which are most appropriate are: Bob filling out an 
application and having trouble (073-0§2) and Bob meeting jwith his ^ 
counsfej.0r to discuss how to^ complete an application correctly 
(152-179) . If you feel that it is too complicated to fast forwafd 
from section to section during class, select only one segment to 

show. r . • 

E. Distribute another blank application (handoutpage 5-2-7). 

1.^ Have students complete it as best they can. Have them skip 

questions they don't know and complete as much as they^can with- 
out your»help. (Poor readers will probably need to be helped 
to limit frustration.) ^ ' ■ 

7. When they have finished what they can^'^elp them complete the 
remaining ^questions. Ihen liave £ham add to their Fact Sheet as need- 
ed to give them information or assistance they will need to an- 
swer these questions in the future. 

L 

3. Review the completed applications as a class exercise, line by 
line. Discuss what the questions meam, why an employer asks 
these questions, and what's the best way to answer them. Also 
discuss what warning flags students may be sending up by their 
answers . 

Note: Applications should be completed fairly well at this point. 
If only one or two students^ are having difficulty, you may 
want to meet with them separately. If the whole class is 
having difficulty, you may want to complete another applic- 
ation form. 



F. Questions and Answers. 



G. (Optional) If students are very interested in this section, you 
may want to include this exercise , 

1. Tell students that chey are employers, and they will have to 
hire workers soon. 

2. What kinds of questions would they put on their application forms? 

3. How would they set up the application format? 

Note: You can do this as a full class exercise with one person re- 
cording on a flip chart or chalk board, "or you can divide the 
class up into groups of 3 or 4 and have each group design its 
own application. 

This exercise can be used at the start of the lesson, in the 
middle to break things up, or at the end. 
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• . unit 5 

Lesson 3 

^ ^\ L<««on Ovrviev 

Title: Completing the Application Process 

Purpose: To show students how to complete the application process and 
to review the first two lessons . Students will also complet* 
a set of review questions. 

Equipment: None. 



A. 

B. 
C. 

D. 
E. 



Activities * 

Completing the appli 
cat'ion process 



Suntnary 
Review Questions 

Discuss Answers 

Questions and An«^ 
^vers 



F« Answer key 
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Tiam 

10 minutes 

10 minutes 
14 ^RUtes 

9 minutes 

* I. 
. 2 'minutes 
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Resources/Haf rials 

I: 



Handout*-** Review Questions" 
page 5-3-2 and following 
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Review Questions 
The ApLJlication . 



Part I ; Mark your answers true or false in each answer .blank, 

1. ^rt is alright ,to fill out a job application form using a 

red p<mcil. 



. 2. Most companies use similar job application forms. 

,2, I f you w«re fired from ajob,^ou ihould never nwntion that 

job when listing work experience. 

4. ^you should try to see that th-sre is something about your 

app?.icatioh that makes it standout in a good way. 

5. It doesn't look good if vou copy things, so don't use your 

^job facts sheet to help fill out your application. Leave 

it at home. 

Partll: Fill out the job application f cam on the next tvft" pages. 
Use all the tips you. learned in class. 



<3 



THE liOPKmi 'INSURANCE '(XMPittJY CF flMERICR, INC. 



AgPLIQ^OW FOR EMPLOaETT 
Pill Out ±a Pencil — Please ftrlnt 



Ndroe 



(Last) 



PERSCNAL 



Pddress 



(First) 



(Middle mitSTT 
Hew Long Biere? ' 



Fonner Address. 



Hew long n^ere? 



j?hone Nohber 



Salary Desired' 



Do You Have A Driver^s License? 



Date Available To Start 



US Citizen /7 Yes No Social Security Number 



Are You 18 Years Or Older? £7 Yes £7 No If No How Old Are You? 



OVpe Of School 


< 

Name Of Sdiool 


EDUCKnCN 
Course Majored In 


No. Of 
Years 


Graduate? 
Degree? 


Last 
Year 
Attended 




Elementary 














High School 














College 














Other 















Foreign Languages Read Or Spoken Fluently 
Special Skills 



Nanve 
Phone 



REFEREl^ 



i^idress 



'Name Of Ar^ Belatives tjbrking For This Ccncany 
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WORK mSTQBY 



Date 

_Morith and Year Name and ?ddrmsa of Ekiplover 


Salarv 


Position 


Peaeon 

For iMmnrtf 


From 










TO 










Frcn 










To 










Fran 










To 











Are there any positions for Which, yaa dculd not be oonsidered, co: job daties you cannot 
perform 'because of a pb^cal, mental, or medical d^whility? 

/~7 Yes rj No 

If yes please describe ■ . > v ■ - 

Person to notify if case of Bnergency 

Itelationship ' ' ' ' Pbone 

Have you ever been convicted of a crime? / ./ Yes / / No ^ 
If yes, describe \ , 
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Lesson 3 - Completing the Application Process 

A* Introduce the lesson by saying: "You've just completed the appli- 
cation as best you can.** 

1* "What if there are ramm questions you didn't understand, what 
should you do?" Discussion should center on who to ask and 
how to .ask it. If it's more than a few questions, it may be 
^ best for the youth to ask if he/she can take trie application 
home (to get help) • In either case, have students update their 
cheat sheet. 

Then ask: "Once the application is finished, now what do you 
do?" Discussion should include turning in the application to 
th^' correct person, ^e manager or personnel department) and 
ttying to ^ make a good Impression; e.g. "I'm xeally interested 
in this jobv do you know when interviews will be held?" or 
"If you are interested in me, when can I expect to hear from you?" 

Continue: "By getting the answer to the above questions, you 
will know when you can check back with them. Taking an active 
;^ole^lways meUces you look good, as long as you are polite and 
pot piishy. (If they said to wait two weeks, wait two weeks 1)" 
jDiscuss briefly how to follow-up; who to see and what to say. 

B« Now summarize and review the two previous lessons, include the 
following points : 

1. Tips for filling out job applications: 

a. "Keep you Personal Fact Sheet at hand so you can copy things 

from it onto *the application form. " 

b. "Read all directions and look over the form completely before 

you start filling out the form." J 

— t ^ 

c. •tBe truthful and accurate." 
_ d. "'Print neatly,."- 

e. "Spell correctly." 

f. "Use blue or black ink unless told to use' something else." 

g. "Leave no blanks. If a questions doesn't apply (or is illegal) 

wriL,, £VA (not applicable) or draw a line through the answer 
blanU." ^ , , I 

h. "Don't write "anything" when asked what job you prefer.", 

i. "Sign your name where it says 'Signature,'. Don't print." 

j. "3e careful, especially with work eacperience where_tliey usually 
want you to write it in reverse "time "order. " 



2. "Many job. applications are sLiiilar, but watch out for small 
' differences . *' . . ' 

3. "Try to sea that your application stands out in a good way fro: 

all others so tha^ the employer will want to interview you.** 

4. '^A lot of *sx:cindard questions employers used to ask on their 

job applications are now illegal. Those question^ are ones 
which don't relate directly to your ability to do the job or 
, your education and employment histories. If you see one and 
are sure, it's illegal, draw a line through the aiiswer blank r 
or write n/a. Some illegal questions ask about: 



Note: See Page 5-1-14 for examples of legal and illegal "use 
of above. 

5. . ••PINS, JDs, and YOs can answer 'no' to the question 'Have you 
ever been convicted of a crime?' Joe must answer 'yes'. 

Distribute and administer "Review Questions". 

Review and discuss , or collect and correct. 

Questions and Answers. 



Post-test answer key: 



1. 



Part I 






1. false 


~ 4. 


true 


2. true 


5. 


false 


3 • false 


6^ 


true 


Part ir 







There are approximately 50 items to be answered on the application 
form. -If you choose to give youth a score, give them a point for 
each item correctly completed and a point for each item correctly 
not completed (n/a) . The final pages of thi s lesson are a copy 
of the application form with each item clearly numbered. In 
addition, give each student up to 7 points for a neatly completed 
application form, up to 6 points for correct spelling, up to 4 
points for following directions printed on the application form, 
3 points for using a personal fact sheet to help fill .out the ap- 
plication. Total possible points for the application is 70* 



d. 



Race 

Creed (religion) 
Color 

National Origin 



f. 

g- 

h. 



Age 

DiseUdility 
Marital Status 
Arrest Record 
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THE NOPAHM imjPMXIE CCMPflNY CF PMESICA, INC. 
APPUCAmCN FOR E:^IJDY^EOT 
Pill Out in Pencil — Please Print 



PERSONAL 



Narae 



/ 

(Last) 



(^ixst) . 



Address 



Phone Nanber 



1. 



A Initial) 



Hew Long Ihere? 
Hew Long There? 



z 



Salary-'Oesired 



Do You Have A Driver's License? /t) Date Available To Start 

US Citizen [7 los [J Ncs/^J? Social Security Nl2nber 



Are You 18 Years Or Older? [J Yes [7 No/f' If No How Old Are Ycu? 



Tvoe Cf School 



\ 



Last 

No. Of Graduate? Yeur 



Slernentarv 


1(6 


7 7 






^0 


Hich School 












College 












other 













\ 



Foreign Languages itead Or Spoken Fluently 
Special Skills 



REETREIO: 



Name 
Phone 



-30 



J^dress 



Name Of Ai^ Relatives 'Jbrking For This Ccxroair^ 
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WORK HISTORY 



Date 

Month arn Yea 


£ N'ane and Mdreaa of Bnpiover Salary Pojdticn — 








36 




TO ■ 


Fran 










lb 












To 



If yes plaase describe ' . ' ' " ... 



Person to notify if case of Bnergency 

Pelaticnship ^ • 



Phone 



Have yoa ever been convicted of a crime? /~7 ; Yes /~7 No 

If yes, descriiie ^ 



V? 
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OVERVIEW OF 'UNlI* 6 - "THE INTERVIEW" 



Unit Pupose 

To have students: 

- Become aware of their image and. appearance, and learn how 
to improve them. \ 

- Understand what is involved in preparing fdr an interview, 
and how to prepare. 

- Understand the eight steps of the interview process, and 
how to successfully complete each step. 

- Learn the good points and weak points of their interview- 
ing style. . . 

- Learn how to follow-up after an interview and handle accept-, 
ancG and rejection constructively.^ ' 

Unit Lessons 

Lesson 1 - As Others See Me ; To help students learn about the image 
they present, its importance, and how to change it. To 
review the basics of maintaining a good appearance. 

Lesson 2 - Prepgtring for the 'interview : (plus interview process steps 
1&2). To show students what information and materials they 
need to be successful at an interview. To introduce the 
eight steps of an interview and to explain steps 1 &2. 

Lesson 3 - The Interview Process : (steps 3-6). To have students 

understand these four key steps and how to conduct them- 
selves in each phase. To have students practice this. 

Lesson 4 - The Interview Process : (steps 7, 3, and review.) To have 
studeXits learn how-to end an interview correctly, and to re- 
view the entire process. 

Lesson 5 - Sample Questions and Practice Inter^/iews : To have students 
practice answering difficult questions, and complete a 
role-play intervieii?. ... 

(70TE: Lesson 5 may take 3 or 4, AS minute classes. 

Lesson 6 - Following Up and Unit Summary ; To discuss and practice 

. interview follow-up procedures and to summarize and review 
the unit* 
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UNIT 6 - "THE INTERVIEW" 



Unit Notes 



This unit is frequently the one which evokes the most 
student interest euid participation. The material draws out 
eight stages or steps of the Interview Process* • Each step a 
is examined in isolation and then the entire process is reviewed 
in a "dress rehearsal". A careful balance must be maintained by 
the instructor. Too detailed a look at each step may cause the 
students to lose the picture of how the process fits together, and 
it may frustrate those students eager to practice interviewing as . 
a whole. Moving too quickly through this material may result i^n 
students focusing on the obvious step - answjsring questior? - and 
.so lose the opportunity to learn ad^out the less obvious, bat just 
as crucial preliminary and concluding steps. 

This .unit utilizes the information developed j.n Units. 2 
and 3 regarding the students' sales pitch (Personal Fact Sheet), 
and draws upon ^the clear and assertive communication skills 
addressed in Unit 4l It is the concluding unit^of the job 
search— process,...j^ ^ ^ 

Having actual employers conduct the mock interviews generally 
increases student interest. It helps students believe that all 
the information discussed in class , is really needed in the world 
of work. Having anothiSr staff member conduct intervi.ews instead 
of you, may also enhance^ the role plays. You have gbne^ through 
this process with. the students, step by step, so they may feel 
that it may. be impossible to "wow" you. If other staff or a .real 
employer is willing, ask the students how thejy would feel about 
them conducting the interview. You may wish ^to give students a 
choice. . ^ 



* These steps are: 1) scheduling .the "interview; 2) arriving for 
the interview;. 3) greeting the interviewer? 4) answering the 

' 4^terviewer 's questions; 5) asking the interviewer qliescions; 
6) makinjg^sure tlfe interviewer has no last doxibts; 7) ending the 
interview; and '8-) following-up after the interview. ^ 




Unit 



Lesson 



Title: 
Purpose: 

Equipment: 



Lesson Overview . 
As Others See Me 

To introduce the Job Interview Unit; help students learn^ 
about the image they present/ its iiTiportance and how to 
change it; and to review the basics of maintaining a good 
appearance, 

Ati4io tape player / video tape 'layer and monitor. 



A. 



Activities 

« 

Introduction - 
briefly review rele- 
vant materials from 
earlier units and 
topics to be 
covered in this unit 



3« *Your image and 
appearance , 



C. 
D. 

, E. 
F. 
G. 

H. 

I. 
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"Your Image" kit - 
distribu^te/ and play 
tape 

Discussion of tape 
2uid students ' own 
image 

Summary 

Questions and Answex*£ 

Introduce the concept 
of good grooming 

Show video tape and 
discuss 

Qu^ si: ions and An- 
swers 



Tine 

2 minutes 



5 minutes 

6 minutes 

7 minutes 

2 minutes 
2 minutes 
. 3 minutes 

18 minutes 

. 2 minutes 
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Resources/Materials 



'Your. Image" tape and booklets 



Videtape - "Personal Grooming 
and Hygiene" * 
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Unit 6 - The Interview 
Lesson 1 - As Others See Me 

A. Introduce the unit and the lesson along these lines: ^ - 

••Well, here you are. You know something about your strengths 
and weaknesses as workers, and have< a better idea of the kind 
of work you want to do^ Working papers and social security 
cards are in order. You've told your friends you're looking 
for a job, read the want ads, checked with employment agencies 
and the Job Service, used the Yellow; Pages to call around to^ 
employers you're interested in, and filled out dozens of appli- 
cations. You've been working to sharpen your communication 
skills, and finally, it, looks like all the work is beginning 
to pay off^ You've got a few job interviews coming up. What 
do you do now? Obviously, get" ready for the interview and then 
go to. it. That's what this unit is .all about. We'll see a 
video about personal grooming, and then think about wl^at else 
you have to do to get ready for an interview. You'll learn a 
bit about the importance of how others see you and learn about 
the stages of a job interview, from beginning to end. After 
that, we'll look at ways to handle difficult questions. We 
will do practice interviews and (depending upon your equipment) 
video tape (or audio tape, or observe) them so you can get feed- 
back about how you sound and look to an employer. Based on what 
you find out, you will make some decisions about your personal 
interviewing styles. Then, We will talk .about how to follow-up 
on the interview to increase your odds for success. J* 



B. Continue: •'But first, let's take a look at how others see us. 
We are judged by others in many different ways. By our skills, 
by our appearance, by our personality. If people see things they 
like in us, then they are more likely to choose us as friends or 
decide to hire us for a job." 

Ask group: "What does the word image mean? What are some examples 
of an image?" After a short discussion, summarize with: "The 
image we present at a job interview can make the difference be- 
tween getting hired and not getting a job." 



C. Distribute "Your Image" booklets, review vocabulary, and play 
audio tape. Direct students to follow along. Pay attention 
to the chatter in which learners engage while the tape is played. 
You will probably find that as certain "types" are described, 
youth will identify other group members who fit the iotiage. You 
can use these comments very effectively in the discussion follow- 
ing the conclusion of the tape. 

Note: If you do not have this media, expamd the discussion in B 
(above) and use the ^^estions in (wlTicK f<DXlows) to 
encourage discussion. 
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p. Lead a discussion of the tape. ^ ... 

1. Discuss the l-information" gleaned in B. or C. and/or ask some 
of the questions which follow. They can be discussed either 
on a general or a personal level (i.e.", as they apply to 
individual students). 

I 

•a. "Why is your image important?^ How cWn it help you? Hurt you?" 
"Caxi image (s) be changed? How?" 
c. "What image are yovf presenting how?" 

2. Discuss the idea that what someone sees may not be the image 
that the sender intends to send. 

3. Be sure to include some discussion of body language, attitude, 
etc.* ^ • 

£• Summarize the lesson; 

"It's interesting to learn that things we do, 4i»inking they tell 
others a certain message .about us, may really tell them something 
else. We all have to be careful of the messages we send and ^ 
work at b^eing sure we're sending what we really want to send. 
If not, change your image I We can all do it if we want. .If 
anyone here wants help ^changing the way people see 
you, let me know after class and I can make some suggestions. 
The way^ others interpret the message we send (view our image) 
is very important in every day life, in job interviews, and at 
work. ^ When you practice your interview in a few days, be sure 
to think about the image you present 1 " 
• 

F. Questions and Answers. 

G. Introduce the discussion on good grooming with: 

"If you're goiny to a job interview, you've got to look good. 
You and your clothes have got to be clean and neat. Maybe you 
think you shouldn't be judged on how you look, but that's the 
first thing an interviewer evaluates. Knowing good grooming 
skills will help you make sure you'll be looking good when an 
interview comes around." Elicit student comments with the 
following questions: 

1. "What does good grooming mean to you?" (Brainstorm and list 

on a chart.) 

2. "Why is it important?" (It makes you feel good, it's part ok 

good health, and your employer d5cpects you to be neat and clean.) ' 

* 

3. "Why does your employer want you to be well groomed?" Discussion 

should include: company image, customer's opinion, and making 
co-workers— feel-more-comfortable. 
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. Introduce the videotape "Personal Grooming and Hygiene" with: 
"This video covers information which is useful in every day life 
and at work, as well^as at an interview. Being sure you are well- 
groomed is mostly a matter of routine; a series of good habits 
to follow regularly. In this film you will see five working 
people, Tom, Ralph, Cindy, Pam, and Carlos, who have jobs that 
could be like yours. They show every important step in good 
grooming,' from bathing and dressing, to checking appearances 
in a full length mirror. Then you see each person at.wot^L- 
and learn how they stay neat on the job; Watch and listen care- 
fully. After you have seen the film, we'll talk about some of 
tho important pfoints . 

1. Show the video tape. (If you don't have this, conduct an ex- 
panded brainatprming and discussion as below.) 

2. After the v,ideo tape' har been shown, review the, key points 
the film^made. Try to elicit these from the students and list 
on a flip chart. Discussion questions amd possible^answers 
can include: " 

^a. "Why is good grooming important to your job, your social 

life, and how you feel about yourself?" (Each area cam be 
discussed separately or all at 'once.) 

1) "Your job - your boss ejects you to be neat and clean. 

Being dirty may be a health problem at the place you work. 
Your co-workets will be more comfortable around you if 
you are' clean and don't smell sweaty. Customers will be 
♦•morfe pleased if you are clean and well-dressed." 

2) "Your social life - People will respond positively to you 

if you look clean (body, hair, and clothes). Adults who 
meet you will start off feeling good about you." 

3) "Yourself - lopking good and feeling clean makes you 

feel better ^out yourself. Staying c2,ean^ also helps 
•insure that you will stay healthy." 

b." "What- does good grooming consist of ?" 

1) ' "Taking a shower or bath everyday." 

- Take the time to do a thorough job. 

- Use soap. 

- Rinse well. 

- Use a clean towel for drying." 

2) TKeep naf Is -clean- and" well trimmed." 

3) "Use a deodorant every day." 

4) "Your clothing should be neat, clean, and appropriate to 

the job. 

- Wear cleaui underwear everyday. • 

- Clothes should be wrinkle free (and no holes) . 

- Shoes should be shined. " 
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5) "Jewelry, perftane/ laake-up, aftershave should be conserv- 

ative. ^ ' . * 

6) "^Stay neat and clean, at work., 

Note: fle sure to remind youth that these habits lire important to 

follow when getting ready for a job interview, going to work, 
and in every day life. 



!• Questions and Answers ^ 
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Unit 



6 • 



Lesson 



Lesson overview 



4f 

Title: Preparing f or *the InterviW (Part 1 of 3) 

Purpose: To show students what information and materials they need 

to be successful at an intez:view. To show the stages of an 
ixiterview. • 

Equipment: None.^ .* 



A, 



Activities , 
Introduce the ^lesson 

Brainstorm - What • 
should be done to pre- 
pare for an interview? 

Preparation checklLat 



Introduce the ^Inter- 
view Process - Brain- 
storm the* eight steps 

Discuss the first twc 
steps: 

1, . Scheduling the 

interview. --^ 

2 , J, Arriving . 



Questions and 
Answers 
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Tine 

2 minutes 

7 min.utes 
7 minutes 

« 

^5 ^inutes 



2 minutes 

5 minutes 

2 minutes 
per student 
for role 
plays 

I 

2 minutes 
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Resources/Materials 



Hemdout- "Am I Ready?" checklist 
page 6-2-2 and 6-2-3. 
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Aa I Readv? 



Do I knov-^yho, IvTaere, lih^n, What, Why, and How? 

a) ^^0 - Who aa I lupposed to see: (name and title) 



b) Where • Where do"l go: street address 



office number and location 



how do I get there 



have I checked this out 



c) ;7hen - When is the interview 
Wen should I arrive 



When should I leave the house 
When should I get up 



When should I go to sleep 



d) What - l^hat do I know about: .the job 



the company 



the interview 



e)* Why - Why do I want this job 



f) How - How am I going to convince-, them to hire me? 



i 

. - ■ \ 

-2- 

2. Do I have my job interview tools? 

Papers : Working Papers ; Social Security Card ; 

Fact Sheet or Resume ; References ; Blank paper (note 

book) J Directions : Written down Interview Info 

(name, time, job title, office number) ^ . 

Other : Pen ; Clean, neat clothes ; Money (for bus, 

soda after interviexO , 

3. Do I remember : 
'Interview Do's and Don'ts , 

My nervous habits 

My good habits 
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Unit 6 - The Interview 

Lesson 2 - Preparing for the Interview/Getting Ready 
A., Introduce the lesson along these lines: 

••You know something about your image. and appearance and how you 
can improve' them, so you're one step closer to 'scoring on 
your interview. Now we're going to discuss what you can do 
the day before your 'interview to improve your odds even more. 
Remember the employer is probably going to interview a number 
of applicants for this job. Tfiey've all made it through the 
application process, so they're probably pretty good. But with 
the right preparation, you will be better. Think about a team 
before a big game. They have to practice, know how >l»e game 
is played, know something about the other team, and have ^ all 
, their equipment ready. They have to be well rested and up . 

I. . . 

"The same is true for your interview. You should practice 
with someone or in front of a mirror- Keep it real. You 
should know about the job, the company and what to expect m 
the interview. The night before, get dpough sleep so you are 
rested. Then you will be ready for the gaine of interviewing. 

B. Ask students what things they should do to prepare for the inter- 
view. Write their answers on a flip chart,. The frllowing ques- 
tions may stimulate discussion; | 

1. "What should you do before you leave your house to go to the 

interview?" 

1 

2. "What should you know before you leave your hquse?" 



3. "What should you bring with you to the i interview 

Their answers should include most of the items found on the 
"Am I Ready?" handout (page 6-2-2) After the brainstorming 
(Section B) , teli them you've prepared a checklist for them 
covering these 'points . Distribute it and discuss as needea. 
If they suggested any points which are not on the handout, have 
them add those items to the handout. The discus sion^should 
insure that the atudents understand the importance of each 
item. The following information should be covered. 

1. Do I know ? ' » ^ ' 

a. Who - "Knowing- this will make sure you get to the right 
person, amd you will impress the receptionist. Get the 
spelling* and prontinciation right 1"* 

b. t^ere - "Getting lost will make you late, angry, and upset. 
Knowing where the building is isn^t enough, you have to know 
where in the building the interview is. Getting there takes 
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time - have you. done a test run? Check: the parking and the 
traf«£ic if you are driving; the schedule and timing of buses 
and' trains if you-* re using them; or the distance if you're 
going on foot or by bike. If you are depending on someone 
else'lvs car, check with them the ^jiigbt before." 

# 

Note: Check these 'on a business day at the same time of day as 
you'll be travelling to your interview, 
■ * , •• 

c. When - '•Be sure you know the exact time of the interview^ 
Plan to arrive in the area fZO^^IIPminutes early. (This leaves 
you time to relax and •get up! for the interview.) Go to 
the gffice 10-15 minutes early (your watch may be slow, or the 
interview may get moved to^ a different, place.) This also shews 
you're interested amd reliable. Measure your travel time 
so you know when to* leave yoiir house. Give yourself, plenty*" 
of preparation time in the morning/ and plan eight or nine 
hours for sleep. Work out a" complete schedule, beginning 
with the night before the interview. If it's a big trip for 
you, call in the morning to confirm; interviewers ^ can get 
sick or schedules can get changed. Save yourself a wasted 
trip.'' . • r ^ . 



d. What - "Knowing the job title is a must, knowing soraethmg 
more about the job, helps a lf)t. (Find out what tne job 
duties azid qualifications are.) Knowing something about 
the company and how they conduct their interviews will 
also improve your odds for success. (Find out what the 
company does, how long it's been around, and who will 
interview you.) 

J- « 

e. Why - "Knowing this will help you get excited about the inter- 
view and will show the employer you are really interested in 
the job." 

f . How - "Keep your selling points sharp and rrganized. Think 
positively. " ' 

Do I have? 

>• 

a. Papers - "Have everything- you lieed laid out the night before. 
Have all the information you need written down . Bring a blank 
notebook to write information the interviewer tells you \if 
'She/he hires'you: when and where to staurt^ whom to see, what 
to bring; if no decision is made: when cam you call in, when 
will they call you). If you don't have your< social security 
cardr make sure you know your, number. If you haven't got 

;rking papers yet, hope the employer won'.t mind waiting 'till 
you* get them. Do your besti" 

^- Other nee ded thincfs - "A pen for writing on the oaoerl 
Clean, neat clothes, (dress a little neater than*" you 
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would if you were going to work) « Make sure your clothes 
are' clean (socks match/ shirt isn ' t' wrinkled) the night 
before i Money for: tx'ansportation/ a soda or snack if 
you arrive early / or after the interview to celebrate 
or help you unwind." 



3. Do I Remember ? - "This will be discussed in the next lesson / 
^but it's on the checklist as a reminder forvyou/ after you 
finish the course." 

D. Ask the students: So' you're ready for , the interview, right? 
Do you know what happens in the interview? How should you act? 
What should you say? Are you sure? To make sure you are fully 
prepared we are going to discuss the eight steps of the interview 
process and how you can best handle each step. We're going to 
practice most -of the steps separately and then put them all toge- 
ther in a ptactice interview." ^ * 

.Brainstorm the eight steps of the interview process. Note that 
it is a process^ it takes place over time and moves from one stage 
to another in a certain^ sequence. These are the eight steps: 

1. Schedule the interview (discussed in Job Search Unit) 

2. Arrive for the interview - meet the receptionist (s) . 

3. Greet the interviewer. 

4. Answer the interviewer's questions. 

5. Ask the interviewer questions. • . 

S. Make sure s/he doesn't have any last doubts about hiring you. 

7. End the Tnterview to your best advantage. 

8. Follow-UD -after the interview. 



E. Continue witb: "I bet you never knew an interview could be so' 
complex! With a little practice , you can get the hang of it. 
Let's take a look at the first two steps." 



ERIC 



" Schedule the interview. This was covered when we discussed 
making contact with employers and .following-up want ads. The 
important point to remember isTthat this sets the stage for 

. you. Someone involved with hiring you (the receptionist or 
interviewer, or both) has had 'some contact with you already. 
If you wer^ sharp* you got tiheir name." 



2. "Arrive. Be there 10-15 minutes early / alone / well dressc 
and prepared (as we discussed already. Any questions?) 
Introduce yoUrself to the receptionist (secretary) - give 
a clear and complete message - who. yQU are - why you're 
here/ etc. (You are the sender). If s/he 'asks you to wait/ 
be patient cuid be quiet. Sit down if a seat is available; 
don't pace/ wander around/ or chat. Kis/her opinion of you 
may be important. If you have extra tine/ find the xestroom 
and' check yourself in the mirror. " 
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a/ Discuss these points as there is interest, i 



b. Have all students role play just this part arriving) . Stop 
them after they have introduced themselves to the reception- 
ist and given all the necessary inforitiation. Vary the set- 
ting: an office, a store, a fast food stand, a restaurant, 
a factory^ a gas station. Have one student play the applic- 
ant and the other be the receptionist or other front-line 
worker. (Ask them what they would do if there was no recep- 
tionist, or no office - to whom would thev talk?) 

Note: If a studient strorigly objects to role playing, try to get 
him/her to at least play the receptionist's role, and then 
tell you (while remaining seated)* what s/he would say if 
s/he was the applicant. 

Continue: "We will review the other six steps in the next few 
lessons. Any questions so far?" ' 



V 
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unit ^ 
Lesson 



Title: 
Purpose: 



Lesson Overviev 

T|ie Interview Process (part 2 of 3); steps 3, 4, 5, and 6. 

To have students understand and practice going through the 
main stages of an interview. 



Equipment: None. 



Activities 

Review the eight 
steps 

Greeting the inter- 
viewer (step 3) 
!• Discuss 
2. Role play 

Answering Questions 
(step 4) 

1. Non-verbal 
answers 

2. Verbal answers 

3. Practice 

Asking questions 
(step 5) 

Checking for 
doubts (step 6) 

Questions and wrap- 
up 
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Tine 

3 minutes 

10 minutes 
15 minutes 



10 
5 
2 



minutes 
minutes 
minutes 
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Resources/Materials 



List of "Sample questions", 
page 6-3-2. 
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SAl-lPLU INTERVIEW QUESTIONS 



1. vrnat position are you 
applying for? 

2. DO yoxi have any experience 
in th±s type of work? 

3. Tell me about the jobs 
you've had* ' 

4. Why do you want to work 
for our company? . 

5. Of the jobs you have had, 
which did you like the best? 

6. Which job duties did you 
like the best? Why? 

7» Vfliich job duties did you 
like the least? Why?" 

# 

8. Kow roany days o$ work did 
you miss at your last job? 

9. vrny did y<.u leave your last 
job? 

10. Have you ever been fired or. 
asked to resign? 

11. Why ha.ve you changed jobs 
so often? 

12. Why have you been out of 
work for so long? 

13. What did you think of your 
former supervisors/employers? 

14. Whora did you like the best? 
I^y? 

15. Whom didn't you like? VJhy? 

16. Kow did you get along with 
your co-workers? 

17. How did you get along with 
the custoniers? 

13. V.Tiat wotild you like to be 
doing five or ten years 
from now? 

19. IThat's an ideal job for you? 

20. Are you looking for perma- 
nent eiTipXoyraent? 



21. Are you looking for full- 
time employment? 

22. Can you work flexible hours? 

23. What skills do you have that 
will help you do this job? 

24 • VJhat tools or equipment can 
you use? . 

25. Tell me about your education. 

26. Why did you leave school? 

27. ^Thy did you change schools 
so often? 

28. Did you get in- trouble in 
school? 

29. What subjects did you like 
in school? 

30. What subjects didn't you 
like? 

31. How many days of, school did 
you miss in your last year?- 

32. Did you participate in any 
special school activities? 

33. Do you have any special 
training? 

34. Have you ever been convicted 
of a felony? 

35. Tell me about yourself. VJhat 
else should I know about you? 

36. V7hy do you want to work? 

37. What do you do in your spare 
time? 

38. Tell me about your friends. 

39. Why should I hire you? 

40. l^at makes you. believe that 
you are qualified for this . 
job? 
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Unit 6 - The Interview 

Lgsgon 3 - The Interview Process^ (Steps 3, 4, 5, and 6) 

Note; This material may take more than one 45 minute class. Unless 
the students are very interested in this process, try to keep 
.the pace fast. . Not all the students have to do all the role 
plays / emd discussions can be brief. The Interview Unit is a . 
long one and if it stretches over too much time, students may 
get bored before the final role play. 

A. Review, the eight steps again briefly. Then say; "Today we're 
going to discuss steps 3, A, 5, and 6. These are the heart of 
the interview.** The do's and don't's of each section can be 
presented by lecturefdiscussion or brain, terming. Then follow 
with a short role play or practice question. 

3. Greeting the interviewer, state; '•This may be the. inter- 
viewer's first impression of you. A first impression is very im- 
important; so do it right: 

- Look him/her straight in the -eye; 

- Have a solid (b^t not bonecfusHing) handshake; 

- Introduce yourself clearly; 

- Thank the interviewer for talcing the time to talk to you; and 

- Wait to sit until a -seat is offered to you.". 

Jl.- "This may feel awkward, so practice it a few times before you 
go to the interview." 

2, "Let's also practice it now." Role play as you did with arriving., 
. Just do t^is stage, from greeting until seated. Keep it short 
and dhange actors quickly. ^ 



C. Continue- with,; "Answering questions is the main event." 

1. "First, let's lo^ at the non-verbal messages you are sending." 

a. "Do you look like you are paying attention? Sitting up straight 

learning forward a^bit, making frequent (not steady) eye con- * 
tact, facing your body towards the interviewer?" 

b. "Avoid nervous, distracting habits; e.g.: chewing gum, smoking 

finger/toe tapping, looJ^ing aro\ind the room or out the window." 

2* "How about your verbal message?" 

a. "Are you speaking clearly an4 ft the right volume? Are you 

speaking the interviewer's language {n6 slang)?" 

b. "Are you saying enough or too much^ A simple yes or no answer 

is often a loser, but "so is a long^ ramble. Give the inter- 
viewer short, but clear information\" 



c, "Advertise yourself; don't maJce the interviewer drag it o.ut 
of you. (She/he may not bother,) Point out your strengths, 
abilities and experience (sound familiar?) . Use your per- 
sonal fact sheet." 

3. "We're going to practice this quickly. I'm going to ask you 
each one question. Be aware of your non-verbal message as 
well as what you say. Then we'll each give the 'applicant' 
feedback on how s/he looked and sounded. (You may want tc use 
sample questions foxind on page 6-3-2.) Pick one" youth, -and ask 
a question. After auiswering, ask him/her to evaluate hiniseii:/ 
herself positively and negatively. Then ask the rest of the 
class for only positive comments, then negative ones. Then 
move on to another student. After all students have participated^ 
tell them th^it they will practice this in more detail in a iatar 
leison. 

D. Introduce Step 5 with: ^'Although answering questions well is the 

.Tiain event', asking questions can clincn it for you." , 

1. "Why should you ask questions? To find out adDOut the job, but 
more importantly, to make you look even better; to show real 
interest in the job and the qompany. Don't show you are inter- 
ested primarily in money; if you ask about pay or benefits, ask 
carefully. " 

^ 2. Ask students: "What kind of questions should you ask?" Brain- 
storm a list. (Some good ones are listed below.) 

"What will my hours/schedule be?" "Do I have to provide^y own 

"Will you be my supervisor?" tools/\iniform?" 

. "Is tnere anyone else I report to?" "Will this job be oemianent 

"Is there a cafeteria here?" if I work out well?" 
"Is there overtime? "Are there opportunities for 

"How is overtime handled?" further training?" 

3. "Dpn'^t ask a question for which you already know the answer. 

If the interviewer amswers all your questions before you get 
to ask them, and then the interviewer asks you if you have 
any questions, don't say 'No'. Say - 'I did have a few ques- 
tions, but you've answered them all.' This still says 'No'/ 
but it sounds much better." 

4. Have students copy down several questions they feel would ba 
appropriate for jobs they are interested in. 

5. End by noting that the employer may not give them a chanca to 
ask questions, but if they do get the chance, they should be 
ready. Sometimes the last question an interviewer asks is 

"Do you have any questions?" They can take the initiative if the 
in^terviewer doesn't ask this as the interview is winding down. 
They cam say that they have a few questions, and ask if it would 
be O.K. to discuss, them now. If the interviewer looks ver:/ . 
busy, they should not bring this up. (The one other question 
they should ask comes at the very end of the interview: "When 
will you be making a decision?" This is discussed in Step #7, 
Ending. the Interview.) 
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E. Ask the students about Step 6: "What does 'Make sure the inter- 
viewer doesn't have any last doubts' mean?" The following informa- 
tion should be covered. 

1. "Most job applicants can't wait to get out of a job interview, 
^ and sometimes they leave the interviewer with an unanswered 

question or doubt. These people are losers." 

2. "To set up that, last round for a knock-out, try something like 

this: The interviewer has let you know the interview is about 
over (how do you know this?), you now say: 'Well, I've tried 
to answer all your questions as best I could, do you have any 
other questions or concezms?"* 

3. "If the interviewer says no, great, but if she/he says yes, 

also great. Now you can clear things up. This question 
may be a tough one, so stay calm and think before you 
answer. Some questions might be: 'I noticed you spent 
part of .your school time in upstate New York, what wdre 
you doing there?' or 'I see you've had sevpxal jobs, why 
did you keep changing?' or 'You have moved several times 
recently, are you going to be in this area -foSr awhile?' 
Be aware of ' the warning spots on your application and* be 
ready to answer questions about them. We'll disc^uss how^^ 
to ans>/er -these tough questions in the^.:>e^t few lessons.*' 

4. Go around the room and have each student state the question, 
(in #2) in their own words". Don't role play. 

5. "Tomorrow we'll finish the interview, process. Xny questions?" 
F. Questions, and Answers 
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Unit _ 
Lesson 



. Lesson Overview 
Title; The Interview Process (part 3 of 3) 

Purpose: To show students how to end an interview correctly and to 
review the interview process. 

Equipment: Video tape player and monitor. 



^- Activities 

A. Review 

B. Ending the inter- 
view 

C . Follow-up 

D. Show an interviewing 
videotape 

E. Interview do's and 
^on ' ts 

F. Wrap-up 

G. Questions and 
Answers 
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Time 

3 minutes 
10 minutes 

5 minutes 
15 minutes 

5 minutes 



' 5 minutes 
. 2 minutes 
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ResQurces/MAterials 



Videotape- "Just Around the 
Corner"' - #5 

Handout- "Tips for the Interview 
page 6-4-2 v. 
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TIPS FOR THE INTERVIEW 



GO Alone 

Dress appropriately ^^^^^ > 
Be on tir.e (15 ninutes earlyO 



Don 



't wear a hat ^ , Tie your shoes 





Sis up straight J^^-^ (leaij fonv'ard a b 
Makt: good eye contact (but don't stare) 

Be Polite r-^^ 



it) R 



Speak clearly and to the point 
Show off your good points ^ 



X 



Cskills, strengths, experience 



Try to tceep your fidgeting doxvTx (tap, tap)' 

Kelax and smile \^^/ 

1^ 



Don ' c smoke 



Don' t use slang 




or chew !>um 



Don't tell Che interviewer how bad you need a job 




fr fieri rh:fer:/i<f:^4r: 



Come prepared 
3e honest 7^ 

Be ready tj talk to more than one person before you get to the int^sr- 
viewer ^ 



0^ I R _ 



4 
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Unit 6 - The Interview _ 
Lesson 4 - The_ Interview Process (Part 3) 

A. R^rriew the first six steps covered so far. Ask students to list the 
niiuing two. 

B. Say: "You've made it right up to the end of the interview. Now 

It s time to put it away. How do you wrap up an interview the right 
way? Any id6as?- Brainstorm. 

1. The answers should include : thanking the interviewer, shaking hands, 
good eye contact, etc. 

2. If the interviewer offers them a job, they should ask how long 
they have to think it over (if they need to think it over) , or 
find out when' they .start and who to report to. 

3. If the interviewer- says they didn't get the job, they should thank 
him/her anyway and leave politely. There may be another time. 

4. After covering the above points, say: "The tough one is when the 
iptervievter says, 'We'll be in touch.' This is the most frequent 

^ - ending, what do you do then? Yoti'-ve got to do more then just * 
leave politely (as listed in #1 above) . Ask when you can expect 
to, hear, or better yet, when can you call the interviewer? You 
don't want to vaitby the phone forever, and taking an active role 
makes you look more responsible." Have youngsters practice ask- 
ing this question. Some examples: 

- "Can' you tell me when you think you'll be making a decision?" 

- "Would it be alright if I called you on Tuesday to find out 
. your decision?" 

"When .can I call you to get your decision?" 

- "Can I call you to get your decision? whfen would be a qood 
time?" 



C. Continue with: "You've delivered the knock-out punch by ending the 
interview just right. To make sure you are the winner, you've got 
to complete that final step. "Follow-up with th6 interviewer as you 
arrangfed at the end of the interview. We'll discuss how to complete 
this step successfully in a later lesson. Now we're going to look 
at some video on interviewing. Tomorrow we'll spend some time dis- 
cussing how to answer some tough questions; how to put it all toge- 
ther to sell yourself, with some common questions employers ask,* and 
then we'll do a full scale practice interview, from arriving^to 
ending." . , . ^ " ^ 

I 

D. Show "Just Around the Corner" videotape #5* Discuss .as time permits. 
Stop after the first interview and discuss errors. Stop after the 
discussion with Otto and discuss the merits of Otto's suggestions. 
Compare B.j.'s comments- at the end with Otto's. 

. > .1 
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E, If you have time, handout "Tips for the Interview" (page ^6-4-2) 
and. review briefly. Have students add any they feeX are important. 
If you run out of. time, use this in les3on 5 as a review. 

F. Ahticipate how many students you will have time to include in 
role play interviews tomorrow, and have that number of students 
come dressed for an interview. 



G. Questions and Answers. 
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Unit ' g 



Title: 
Purpose: 



• Lesson 5 

(This may total 
Lesson Overview 3 or 4 sessions)-^ 

Sample Questions and Practice Interviews. 

To have students practice answering difficult questions and 
to have them practice a complete interview. 



Equipment: video tape or audio tape recording and" play back equipment. 
Video tape player and monitor. ^ 



, Activities 

A. Introduce the '.lesson 

B. Sample: Questions 

C. "Tips for the/lnter 

view" (if not done 
earlier in lesson 4) 

D> "Sell Yourself" 
excerpts 

E. Intrtoduce the role 
plays 

F. Role play interviews 
Note; 



This lesson will 
continue through 
additional class- 
es until all role 
plays are complet4d, 
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Tine 


5 


minutes 


3-5 


minutes 


PER 


STUDENT 


5 


minutes 


-10 


* 

minutes 


5 


minutes 


-15 


minutes 



PER STUDENT 
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ResoiirceiyMaterials 



Hfindout - "Tips for the Interview" 
page 6-4-2 



"Sell Yourself" videotape 



Handout - "Interview Rating 
Form" page 6-5-2 



3.30 



Applicants Name 



INTERVIEW RATING SHEET 
Put a check in the box that aihows how you think the applicant rated 
A.' Appearance 



1. 
2. 
3. 



B. 

1. 

2. 
3. 
4. 

5. 



1. 
2. 
3. 
4. 
5. 



i. 

2.. 



3. 
4. 
5. 



Was the applicant neat and clean? 

Was the applicant dressed appropriately?. 

Did the applicant seem friendly and 

interested? 

Behavior « 

Did the applicant speak clearly and 

use the right words? 

Did the applicant -listen carefully? 

Did the applicant have good eye .contact? 

Did ,the applicant keep hands and feet 

under control? 

Did the applicant sit down, stand up, 
shake hknds, on schedule? 



C. Attitude and Personality 



Did the applicant have a positive attitude? 

Did the applicant seeiil interested in working? 

Did the applicant seem easy to g«t along with? 

Was the applicant somedne I'd like to work with? 

Was the applicant polite and respectful? 



No 


So-Sq 


Yes 


Wow 


































No 


So-So 


Yes 


' Wow 






















































No 


So-So 


Yes 


Wow 



D. Sales Pitch 



No So-So Yes Wow 



Did the applicant answer the questions well? 
Did the applicant clearly explain strengths and 
experience? 

Did the applicant deal well with his/her weakness? 

Did the applicant ask good questions? 

Did the applicant seem prepared* for the interview^ 



Total boxes checked: 

multiplied by: xl 

Add Totals: 



xr 



x3 x4 



Mark the score on the scale below: 



lotal number of points: - 



0 20 3 


0 40 5C 


60 ^ 70 


Forget 
it! 


Hire Only 

In An 
Emerjzencv 


Maybe 
Next 
Time 


In the 
Running 


A Top 
Contender 


Definitely 
Hired 
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Unit 6 - The Interview 

Lesson 5 - Sample Questions and Practice Interviews 

A* • Introduce the lesson by saying that you are going to discuss 
sample questions^ employers may ask and have students practice 
answering them. After everyone has practiced a few questions, 
then you will begin dress rehearsals. (Leave enough time so you 
cam role play all the youths you selected yesterday.) 



B. Select questions from the list below. Go around the room and 
ask different students to answer each question. Help them work 
out their ans^^ers as needed. Discuss why an answer is good or 
why it needs more work. ^ ' ' 

Note: For youths (PIN's, JD's,. and YO's) who are or have been, in a 
facility away from their community, the way tKey answer many 
of the questions can make the employer suspicious. If the 
fact of their placement is confidential and they wish it to 
remain so, they should be careful how they answer questions 
regarding where they learned the vocational skills and ha4^the 
work experiences which occured in the facility. This may show 
up in the application or the interview. Saying they moved up- 
state temporarily is one solution. If the employer persists in 
these questions, the youth can tell him/her about the placement 
or handle it as they would an illegal question {see #1 below) . 
The point is that if the youth wishes to maintain the confid- 
entiality of the placement they can and should. 

• ♦ 
^1. Illegal questions. ^ • 

a. Examples are: ^ 

1) "How old are you? What's your date of birth?" • (It is le- 

gal to ask you if you are at least 18 if the labor laws set 
that* as a minimum age for the job; also 21 or 25 if the 

.insurance company requires that" employees be that age for 
a certain job.) 

2) "Do you have tahildren? ^ Are you marriedT Do you have scmeonG 

to take care of your children?" (It is legal to ask if there 
are "any reasons, family or other, why you would not be able 
to report to work everyday.) 

3) "What, is 'your religion? NationVlity? etc." 

b. "The way to handle this is:. 

•I'm sorry, but I'm confused, cp.uld you explain to me what 
this has to do with the job?' or 'I don't mean to be rude, 
but I dori't understand what my has to do with my 

being qualified for this "job.' This gives the employer 
a chance to explain if the question is legal, or a chance 
to withdraw the question without you being rude. 
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> Be very careful how you phrase, this. Don't be a wise guv 

and watch your tone of voice. Ddn't say 'That question is 
illegal'." 

2. "What job (position) are you applying for?/Which position 

would you ptef.er?" 

Tips : ••Have one job title in mind. You should find out before ^ 
the interview what the qualifications are and whether you 
are qualified. Always have a second choice in mind. Know- 
how to explain why you want these particular jobs. Don't 
•say you'll take Anything'. There is no such job title 
as 'anything', and you are not qualified for all possible 
jobs. Show that you have done your homework and name an 
appropriate job title." 

3. "Why do you want to work for our company?" 

Tips ; "Find dut about the compamy in advance. Ask people who 
work there what it's like, ask the Chamber of Commerce 
about the company. Find out about company policies, products, 
benefits, training opportunities. Use this information 
-to explain why you like this company." 

4. "Tell me about the jobs you've had?/Do you have any experience 

in (name of job)?" 

Tips : "Briefly review your work experience, including odd jobs 
and ^'olunteer wotk. Briefly describe those jobs which 
were similar to the job for which you are applying. State 
what you did, what machinery you can use, and list the 
skills yctu developed. If you worked while in a DFY fac- 
ility, you can say you did maintenance (or whatever) for 
the State of New York as part of a youth employment program." 
If it was CETA funded, say so. Mauiy employers are familiar 
with CETA, and that would not imply that you were in any 
kind of trouble. If the employer follows with: "What were 
you doing in ^^^^(name of town)?" Answer: 'I was liv- 
ing upstate temporarily' or 'I moved there temporarily'." 

5. "Which job duties did you like the best?/the least?" 

Tips ; "Be enthusiastic about what you liked the best, bii.t be 

brief. Go easy on ;the things you didn't like. List only 
1 or 2 things, and say they weren't your favorite tasks, but 
they were part of your job and you did them well." 

6. "How many days did you miss at (name of a former employer)?" 

Tips : "Be honest, the interviewer may check. If you're not sure, 
say so, but make a good gue$s." 

7. "Vfliy dici you leave your last job(s)? Have you ever been fired ^ 

or been asked to quit (resign)?" 

Tips : ' "Be honest. Try to be positive. Don't cut down your past 
employer or co-workers. If you did something wrong for 
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which you were fired, explain what you did and why you 
won't do it again. Be honest, don't sell yoiarself short. 
Your previous job may not have fit your interests or abilities/ 
it may have clashed with other aspects of your lifestyle • 
Explain these briefly and show why the job you are applying 
for now is better suited to you. " 

8* "Why have you changed jobs so many times?" 

Tips : "You can say you were trying to find out what type of job 
you liked best or trying to get a variety of experience. 
If the jobs were temporary / say so. If you think you 
are ready to settle down for a while tell the employer 
that/ and do it. You've got to stick with one job for 
a year or more to show future employers you will stay with 
them. Don't take this ^ob unless you are surm you can 
last for a year. " ^ 

9. "Why have you been out of wprk for so long?" 

Tips ; "If it's because you've been in a youth facility, that's 
' confidential/ you don't have to tell the interviewer.. 

Instead, say you were: concentrating on school/ waiting 
until you were 13/ not yet ready to go to work, etc." 

10. "How do you get along with people? What did you think of 

your past employers/supervisors/co-workers? Whom did you 
like the best, why?/Whom did you like the least/ why?"^ 

Tips ; "Focus on^the positive. There's someching good to say 

about everyone. The interviewer is looking for someone 
who gets along with people/ -not a troublemaker or complain- 
er. Be czureful with the last question. Don't be too 
negative. Be specific about how well you get along with 
people/ give a brief eicample- 'I get along O.K.' just 
doesn't make It." i - 

11. "What would you like to.be doing five years from now?/Ten 

yeaurs from now? What's the best job for you?" 

Tipg ; "'I don't know' isn't. the answer.. If you don't have a spec- 
ific job in mind/* talk about a career 2u:ea that interests 
you* If possible^ tie the job you are applying for into 
your futura interest. Any job will help prepaure you to 
be 'a better worker; it will give you experience working 
with people and/or machines/ teach you adsout another type 
of company/ etc." 

4 

12. "Are you looking for permanent' or temporary work? Part-time 

or full-time? will you. work the late shift/ or a split- 
shift?" 

Tips ; "If you are looking 'for a permanent full-time job; say sO/ 
■ but state also that you would be willing to start with a 
temporal/ or part-time job if there's a chance a full-time 
permanent job would open up later. If you can't afford to 
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take a part-time job, say so, politely. You 
don't have to explain why. If you can work a 'lousy' 
shift tell the interviewer that, but say that you prefer 
a different shift and ask if you could change if an open- 
ing comes up in a better shift. New employees are often 
put. on the worst shi-fts. Again, if you absolutely can't 
work the shift offered ^ say so politely. Be careful, if 
you don't understand a term like split shift, or you aren't 
sure whan the late shift is (it differs from company to 
company). ASKl Don't guess, you may end up looking foolish 
if you answer the question wrong or agree tc something you 
can't do.** 

13. "What tools or equipment can you use? What skills do you have 

in ^ (name of job)?" 

Tips ; "Tell the interviewer what you can do well. Be realistic, 
don't oversell yourself. If you have used a machine once 
or twice, don't say you know how to use it well." 

14. "Tell iPtte eUsout your education. Are you in school now? Did * 

you graduate? Why did you chang^ schools so often?" 

Tips ; "If school was no problem for you and you graduated or 
you're on your way to graduating, that's great; play it 
up. If you've dropped out or were expelled, answer this 
one carefully. The interviewer usually thinks how you 
did in school is similar to how you'll do on the job. 
She/he does not want .to hear th«vt you 'hated school'. 
Leaving school because you needed a job to help support 
your feunily is not as* bad as leaving because you were 
young and not motivated to stick with school. 'Stick- 
to-it-ive-nesS' is important in the world of work. If you 
were expelled, or transferred from school to school because 
you were a discipline problem, go with the immaturity 
^ipproach. In: any 'case, "enroll in night school or part- 
time day school, before you begin the job search to show 
the interviewer tnat: you are interested in straightening 
yourself out; you're 'more mature; and you can handle the 
discipline of school. You may be able to use the teacher 
as a refereijce and getting, your G.E.D. will show that you 
are not a,. quitter." 

15. "How many days of school did you miss? What activities did 

you take part in when you were in school? What subjects 
did you like/dislike?" 

Tips ; "The interviewer isn't interested in your schooling. She/ 
he's trying to find out more about what kind of worker 
you'll be, based upon what kind pf student you were. Be 
honest, your answers can be checked. Be positive; try to 
explain the negatives without trying to 'con' or mislead- 
the interviewer." 

16. "Have you had anyu-jspecial training?" 
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Tips ; **Discuss any Vocational Shops you took or any other training 
classes, including this Job Readiness class. Be brief, but 
mention all your training* If you have a lot of training 
aiid some of it doesn't relate at all to the job, leave it 
out. If you only have a little traininc, mention it even 
if it doesn't relate. It shows you're interested in being 
trained-r^— — — — 

17. "Have you ever been convicted of a felony?" 

Tips : "If you're a PINs, JD, or YO, you can legally answer 'ho'. 

If you are a JO or an adult felony offender you must an- 
swer 'yes'. Focus on how you've changed, your clean record 
since your arrest, and references who will say you have 
straightened out. (If you don't have these, your chances 
of finding a job will be very seriously reduced. 

Not^: For those youth with conviction records who chose to not 
amswer the question "Have you been convicted of a crime?" 
on their application (see Unit 5 lesson 1 page 5-1-10), they 
must deal with this information now, whether or not the 
employer asks them about it. It's best if they bring it 
up before the employer do^s. 

Have youth brainstorm how they will present this to the 
interviewer, and have them practice it in their own words. 
A suggested approach is outlined on page (5-1-10) . 

1*8.^ "Teli^ me about yoxirself. * What else should I laiow about you?" 

Tips ; "This question can come at any time during the interview. 

At the beginning, middle, or end. I^t's not a trick ques- 
tion, it's your chance to shine 1 The interviewer is giv- 
ing you a chance to add anything you'd like to say about 
yourself. Talk about: your strengths, abilities, and 
interests and how they relate to this job; your values s 
and why you weuit to work (avoid Statements, like 'staying 
out of trouble' or 'to help me stay straight'); discuss 
your work experience if you haven't already; talk about 
your hobbies or outside interests, etc. Don't be long 
winded, but spend, a few minutes talking, the interviewer 
is interested if she/he's ^sked this question." 

19. "Why do you want to work?" 

Tips ; "The interviewer is looking for your values; your interest 
*~ in working. DON'T give him/her a sob story about how you 
really need a jobr and don't say anything about wanting to 
stay out of trouble. Needing money is the obvious answer, 
but don't leave it at that. Learning, being with people, 
^ accomplishing something, etc. These make you look good." 

20. "Tell me about your friends. ?*hat do you do in your spars time? 

Tips ; "This question may be irrelevauit, but it's an open-ended 
question and gives you a chance to say something good 
about .yourself . Think about an employer's concerns: 
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is there anything that may interfere with your coming 



to work, is there anything; that you do that may get yoU\^ 

\ 

- — -r- - ^ \ 

m slamg or jargon; don't discuss associates vs. friends. 



in trouble (and make the company look bad) , do you have 
•good' (in the employer's opi^^ion) interests? Don't talk 



Keep it simple < 

2i*' ^Why should: X hire you^ What makes you believe that you are 
'qualified for the job?** 

Tips ; "This is your chance to drive your sales pitch home. Sum- 
marize wh*at ybu've said to date about your strengths, 
abilities, . interests , and experience, and tie them into 
the jpb. Talk about your references and your interest 
'in the .position. ' Don't be modest. 'Soup up' the interview- 
er, but don't -get too c2u:ried away." 

22. A last question (or it may be the first) is: "Do you have 
any questions?" (This was covered in lesson 3, Section D.) 

C. If you haven't distributed "JTips for the Interview" (lesson 4, page 
6-4-2) now is. a good^time to discuss it. 

D. Show short exceirpts about interviewing from "Sell Yourself". 
Bob* and Rita's interview scenes (093-146), discussion by the 
counselor (190-215) and/or Bob's final interview (215-240) 
may be effective. (See Media Introduction for directions.) 

• 

E. Introduce the role play interviews. Tell students they will have 
to use their imaginations emd pretend this i^ the real thing. It 
usually works best if you can conduct the interview rather than 
having a student do it. A serious, well-behaved student can do 

a fairly good job if you provide good sample questions. 

1. If you haye video tape recording equipment, you may want to tape 
all the interviews before you begin critiquing them, or you may 
want to tape a few, review them and tape some more. If you only 
have audio recording or no recording equipment, you must re- 
view each interview as .-it's completed.' 

2. Distribute and discuss the interview rating form (page 6-5-2) . 
Each student can complete one for eaoh interview, or can use 
them" as guidelines for oral feedback. Ask students if they 
think the rating categories are useful ones. Jlake sure they 
understand why these categories were chosen. They can add any 
other categories' they ahd you agree to. 

3. Explain the feedback process to them. After the interview: 

.a. The "applicant" says what she/he did well. 

b. Other students and staff say what the "applicant" did well. 

c. The "applicant" says what she/he could have done better. 

d. Others say what she/he could have done better. 

e. Have the "applicant" state, as a review, what she/he will do 
differently the next time. 
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Emphasize that the feedback is to be positive and constructive. 
The '^applicant'* always has first say, and also 'gets the final 
say if s/he wants it* 



Conduct the practice interview, and critique. You may use the 
"Sample questions" list, page'6-3-2, or add some of your own. Allow 
. 5 minutes for each interview and 5 minutes for discussion. If you 
are using recording equipment, allow 5 more minutes for playback.- 
Some optilons for video playback include showing the video without 
the sound to illustrate the student ^s non-verbal messages. One 
time-saving option with video tape is to tape the iTnterviews out- 
side of, or simultaneous with, class time and only have th^ play- 
back in class. 

Note: This should continue through another lesson or two until each 
student has been interviewed biice. Repeats are O.K. as long 
as you and all the students can take it. One or two show-offs 
going for repeats may frustrate the rest of the students, who 
are ready to move on. If your class is too large to complete 
' this in three additional lessons, try dividing the class, making 
the role plays limited and/or optional, or holding them outside 
class time. Too many days of this can become very boring. 



\ 
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Unit ^ 6 
Lasson '6 



Titla: 



Lesson Overvlev 

Pollowj.ng-up the Interview and Unit Sxunmary. 

-Tar^l-scuss and practice interview follow-up procedures arid" 
to summarize the unit. ^ i-cs anu 



Equipment: None. 



Activities 

A. Introduce "Following- 
. Up** 

B. . When and How ^ 



C. Handling the inter- 
viewer's response 

D. Questions and 
Answers 

E. Unit Summary 

P. Review questions 



Answer key to 
•^Review Questions" 
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Tina 

5' Minutes 

10 minutes 

15 minutes 

2 minutes 

5 minutes 
8 minutes 
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Reaourcas/Materials 



Handout --"Sample Thank You 
•Letter" page 6-6t2 



^ * 



Handout "^Review Questions'* 
page jS-6-3 
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(Sample Thank You Letter 
For After a Job Interview) 



234 Second Sl^reet 
Albany, New York 12209 
May 26, 1981 



Ms. Martha Bourne * \ ' 

McDonalds Restaurant ^ , 

78 State Street 
Herkimer, New York 10043 

' - - . '^ 

Dear Ms. Bourne: 

Th2uik you for interviewing me for the counter person position. 
I enjoyed meeting you and I would like to work at McDonalds. 

*> 

If there is ^any other information or references that you need, 
please call me. i look forward to hearing from you. 

I'll call you on Thursday. 



Sincerely, 



Tom Jackson 
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The Interview - Review Questions Nam^ 

Date 



Questions 1-12^; Write true if you think the statement is correct. 
Write false if you think it's not. 

No one will see your underwear, so keeping thera clean and 

fresh is not as important as wearing clean outer clothing. 

2. Y our image is not important to your getting hired. 

3. ^You don't havi* to find out before the day of your interview 

exactly^ where to go for the interview. 

4. A nswering questions is t^e only thing you have to do well 

in an interview. 

■ 

5. You' should arrive .15 minutes early" for a job interview. 

6. ^It's a good idea to keep your hands free and pockets empty 

when you go for a job interview / so don't bring a pen or 

^ notebooK^with you; You'll look funny. 

7. Don't plan out your time before you go for a job interview. 

If you end up rushing in to the' interview, you'll look like 
it busy person. 

8. While waiting for your interviev/,^ it's good to show the 

(secretary) receptionist that you're .friendly . 

9. You should have eye contact with the interviewer during 

an interview. 

10. ^During the interview lean forward in your seat a little to 

show you* re paying attention and are interested. 

11. ^It's O.K. to bring a friend with you to the interview, as 

long as they wait in the- receptionist '-s office. 

12. Unless invited to by the interviewer to smoke / don't 

smoke during the interview. 

Questions 13-20. Circle the letter in front of the best 2mswer. 

13. It's a-good idea to foll6w up a job interview because: ^ ^ 

a) It reminds the interviewer about you. 

b) if you goofed up the interview, this makes you look better. 

c) You show you.' re interested in the job and look well organized. 

d) All of the above. 
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14. 



Be sure to ask about pay and benefits: 



a) carefully. 

b) at, the beginning of the interview. 

c) only if you don't want to get hired. • 

d) and tel.l them you want more than is offered/ because they 
try to give a new employee as J.ittle as they can. 



15. How should you act during an interview? 

a) Shew that you are in a hurr^ so that the interviewer keeps 
it short. . ' 

b) act like getting the job^ilsn't real ir'^ol!i:~ant to^Ti. - — - -- 
_ c) look despar ate so the int ervie wer will think you rea lly 

• need a 30b. . * ' 

d) be polite and answer questions briefly and politely. . 

16. Why is- it important to keep yotirself clean and neat? 

a) because an interviewer 'will think about how you look when « 
deciding whether to hire you.^ 

b) because. success with customers / and on the job/. depends 
in part upon having a gpod appearance. 

c) because. being clean and well dressed makes you feel better 
about yourself. 

d) all of the above. 

17. The most accepted way to follow-up an^ interview is by: 

a) calling daily. - • ' ' 

^b) visiting evdry day.- 

c) writing a letter first and calling or visiting later. 

d) calling the interviewer's boss. 

da* The key to ending an interview well is: . 

a) leaving quickly. 

b) asking if you are ^ired. 

c) finding out when you can check back to see what they've 
decided. 

d) telling the interviewer that you're very busy and leave 
before she/he is finished. 

Questions 19-22. Write in the best answer (s) to the i^ollpwing questions, 
19. List two things you do well in an interview. 
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20. List two ^things that you need to improve. 



21* When an employer offers a job/ what ^should you say after Thank 
You? (If you want the job)^ 



22. Whrat should you say if you get turned down for a job you really 
wanted? 



« • 
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Unit 6 - The Interview 

Lesson 6 - Following Up the Interview and Unit Summary* 

Note: The following Material can best be handled by using a question 
and answer/discussion format. 

A* Say: '•We've completed our interviews and gone home to relax. 
What^ dp we do now? Sit- back and wa;Lt? Wrong. Follow-up." 

•1. Ask: "What does 'follow-up' in6an?" , (Answers should be along 
the lines of staying in touch with tiie employer.) 

2. "Why is it important to follow-up?" Discuss: '•To show you're 

. _ really interested, to make .it easier for the empj-oyer to con- 

tact you if you're hired> to make it harder for the employer 

- - .to.Jturn_y.oia_down.,_±jDjciake^yoa look -more responsible, to 'soup-. 

up' the employer." r 



B. Continue: "When do you follow-up, and how should you do it?"' 

1. Answer: "Immediately after the interview, with a Thank-you 
note! The note should be short and to the point. Get the 
interviewer's and the cjompany's name spelled right! Express 

^ thanks and repeat your interest in the position. Period. Get 
it in the mail the same day, so it gets to the interviewer 
before she/he makes a decision." (Distribute and discuss 
sample letter page 6-6-2.) . 

2. The answer should also include: "You must also follow-up a 
few days later, as you arranged at the end of the interview. 
(By phone or by visit as agreed*) Be polite, interested, and 
patient; the interviewer may be a busy person." Have all stu- 
dents role play either a phone or visit follow-up. Have them 
get through to the right person and say their short speech and 
cut it there. Give each student a little background on their 
"role". Tell them who they were interviewed by, for what job, 
when, and what was decided at the end of the interview. Even 
if they did not arrange the follow-up during the interview, 
they can still do it without being 'out of line'. Discuss how 
they would do that. 



C. "How do you handle the interviewer's response?" Role play and 
discuss the three types of responses listed below. 

1. "We still haven't decided whom to hirei' ("What do you say now?. ^„ 

Be polite and schedule your next follow-up contact.") 

2. "You're hired! (What do you say now? Be sure to thank the 

interviewer, find out when, where, and to whom you report.)" 

3. "Sorry, we hired someone else." (What do you say now? Be 
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polite, you nay have been the second choice and another opening 
may come up soon. Do your yelling after you qu.ietly say good- 
oye and hang up the phone. A real classy touch is a follow-up 
letter thanking the interviewer Jpr considering you and hoping 
you'll be considered for future jobs.") 

Note: You may want to spring these role plays on the students with- 
out prior discussion, if so, pick a calm, self-confident vouth 
to reject" the first time. Accept their feelings of anger or 
.frustration, but discus's how to best handle it. 

D. Questions and Answers. 

E. Unit Summary, ^his is one possible wrap-uo pitch: "We've cover- 
ed quite a bit in this unit. We 'began with your image and appear- 

- ance; how you come across to other people and what you can do- 
to make that even better. We th^en discussed how to prepare for 
an intervie w and gave you a checklist to help you remember. Then 
we discussed and-practiced the parts of an interview, and put~l.t 
all together in a dress rehearsal. And finally, we've talked 
about following-up your interview and how to handle that well." 

"So you are x^ow a woll practiced, well informed player. You 
know the rules of the interview gaipe, you've got some strategy, 
and you've practiced your skills. You know how toMet up that 
winning play', score, and follow-up with a thorough dfe^ense. 
You have several handouts which will help you rejnember this when, 
you' r* going to your first real interview. Hang on to them and 
use them. . A rusty player doesn't win." 

"Many people make it to an interview, but only one is hired. 
That person is the one who knows the game and can play it the 
best. You've got some information that few people have - use 
it emd be a winner!" 

F. Distribute Review Questions. Use as a class discussion and/or 
as a post-test. You may need to finish them tomorrow. - 

G. Answer Key: 



1. f 5. T 9. T 13. d 17. 

2. P 6. F 10. T 14. a . 18. 

3. F 7. F 11. F 15. 'd 

4. F 8. T 12. T 16. d 



c 
c 



19. (Accept, any two good pbints.) 

20* (Accept any two weak points.) » 

"Ask when, where, and/or to whom you should report to work. 
"Thank you very much for considering me. I hope you will 
think of me if another. job opens." 



21 
22 
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OVERV^IEW OF UNIT 7 - •^DECISION MAKING** ^ 



Unit Purpose 

To have students: 



- Understand the difference between a decision and an 
outcome. 

-•Understand that^eclslon making Is a process amd the 
steps In the ptocess* 

- Recognize different strategies used In decision making, 

• Understand decisions are based on values, nesds and wants. 

- Understand how to accept or reject a job. 

- Recognize the types 'of decisions made in the world of work. 



Unit Lessons 

Lesson 1 - Decision Making as a Process ? To assist students in 
understanding several methods of decision making and 
^ how they can Increase, their chances of making a good 
decision. ^ 

Lesson 2 - Decision Making and Self-Awareness ; To help students 
understand how values / needs and wants affect their 
decisions and job selection.' 

Lesson 3 - Strategies Used in Decision Making : To help students 
understand various strategies used in making decisions. 
' To practice and use those strategies to Increase posi- 
tive outcomes. 

Lesson 4 - Accepting or Rejecting Jobs ; To help students understand 
the process and variables to consider in accepting or re- 
jecting a job. 

Lesson 5 - Decision Making and the World of. Work ; To assist stu- 
dents xn the identification ^ of worx , problems 
and. possible solutions^ 



UNIT 7 - "DECISION MAKING" o 
Unit Notes 

This unit ccmes after the students have cornpleted the 
self-awareness topics and the information about jobs and how 
to get them. Decision making is introduced to help youth 
decide whether they should accept a job offer. It then leads 
into Units 8 and ,9 where they are taught to use the decisions- 
making process to successfully keep their job. 

This unit discusses a five-step process of decision making. 
This g^articular process was selected b€»cause of its comprehensive- 
ness and consistency in its aibility to be used in most situations 
which requi^re the act^o^ deciding^. - The-^prcces-s-ir: 



STEPS 

1. Identifying the problem 1. 



9 CLARIFICATIONS 

Find out or isolate what is 
to solved, addressed or 
acted on. 

Find or isolate as many possible 
ways of correcting or addressing 
the situation. 

Look at the consequences and 
probable outcomes of each choice 
to identify the best solution. 

After ycu choose one of the op- 
tions, the steps you will use to 
institute your choice should be 
planned. 

Perform the choice as planned in 
Step 3, and ask: 

- Did the choice meet your needs? 

- Did it answer the problem? 

- Was the outcome what you wanted? 

The unit could possibly be introduced before Targeted Choice 
tjO assist students in choosing a career. It is used extensively 
in Unit 9 to help students make decisions about .problems which 
occur at work. 



4. 



Identifying the choices 
available to resolve or 
solve the problem 

Evaluatina the choices 



Selecting one of the 
choices and planning a 
course of action 



5* ''Do it and evatluate the 
outcome 



2. 



3. 



4. 



5. 
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Lesson _A 



Lesson Overview 
Title: Decision Making as a Process 

Purpose: To explain the nature of decision making arid what it's based 
on so students can* understand how to make good decisions. 

Equipment : None . 



Activities 

_ A.._ . Introduction 



-De-feLniti-on- -of-decisiop 
making 

Limitations of deci- 
sion: making 



Di Daily decisions 

How people make deci- 
sions ) 

Basis of decisions 

Review 



ERLC 



5 step process of 
decision making 

Rate your skills 



Time 

2 minutes- ^ 

— ^2-ininutes*^^ — 

10 minutes^ 

3 minutes 
2 minutes 

10 minutes 

1 minute 
10 minutes 

5 minutes 
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Resources/Materials 



Handout ••Rate Your Skills" 
page 7-1-2 



348 



Name 



Decision Making 
^ Rate Your Skills 

Directions: Read each of the statements below. 

Rate your detision-makihg skills honestly. 

If you check: Excellent - It means you do not need parctice or any 

information 
Good - It ifieans you need some practice 
Need-* Improvement - It mean's you need some practice and 

information^ 

_ ?oor "•It means you need practice and information <j 
^How^I rate my— decision, making, .ability^: 



1. I jftncw waa 



t information I need to make a good decision 




2. I know how to get the information to make a good 
decision 

3. I know how my values help me make decisions 

i^. I know how to think of many possible choices of action 
5. I know how to estimate possible outcomes 



. I know what decisions will affect my future and 
how they will affect ay future 



7. Lknow what consequences are and how to handle them 

8. I know several strategies to use in making decisions 



ERIC 
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fJnit 7 - Decision Making 

Lesson 1 - Decision Making as a Process. 

A. Introduction. 

!• Ask students: "Do you ever wonder why you make the decisions 
you do, or how you make them?** 

2. Lead a discussion designed to start youth questioning whv and 
how they make the decisions they do. Use questions such" as 
the following and explore any insights the students share: 

a. "DO you choose things based upon how they look?** 

b. "How do you choose your friends?" 

c. "If I gave you a choice of money, fame or haooiness/ which 

would you choose?" Ask: "Why did you make that choice? Kov: 
did you make it ? What did^ou consider?" 
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Z. Brainstorm a definition of decision making. 

1. The definition should include that it is: 

a. A choice between two or more things, 
^b. A choice of more than one covirse of action. 

A process, meaning that it's more than one step. 

2. State: "Good decision making skills increase the possibilitie5 
that a person cam achieve what he wants. So let's make cur deci- 
sion making skills the best we can." 

C. Continue: "There are some limitations we all have regarding 
decision making, and these affect what we can achieve, such as: 

1. "We are limited by what we are capadDle of doing. For example, 

if you don't know how to drive, you^can't decide whether to 
walk or drive to work. If you don't know something exists, 
you can't do it." Emphasize: "So be in the know to reduce 
your lamitaiicnsiJl . . * 

2. "We are limited by environment, e,'g.^ if only one restaurant 

exists, you have no choice on where to go out to eat." 

3. "We are limited by what we aire willing to do. If you are wiHinc 

to try new things, you will learn different things. If you 
don't, you won't." 

D. Ask students to name some of the decisions they make every d^iy. 

1. Write the brainstormed list on the flip chart. The liat should 
include the followina. decisions: 

a. To get up. e. ' what to eat. 

To shower. f. whether to be happy. 

^ 5^^'^ teeth, g. Whether to go to class, 

d. What to wear. g-. whether to give the teacher 

help. 
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2. Stata: "If you look at the list, you made some of these 
decisions aJLmost without thinking about them. 
Other decisions, such as what to wear or eat, may have recuirsd 
more thought • 

3* Refer to the decision list just brainstormed. Ask younc^jters 
several of the following questions 3e sure to end" with 
question "e", 

a. 'Decide which decision was most important to you? « 

b. "Which decision was the most difficult for you?« 

c. 'Vhich was easiest? 

d. 'Vhich did you like making?" 

e. *^What is it about decisions that make them important? « 



"How do people make choices?" The list should include: 
1. On impulse 

2t To satisfy immediate needs 

3. Let^others decide^forjthem (parents, etcj 

4. Let a group decide (group or peer pressure)^ 

5. Choose that which is easiest 

6. Choose intuitively 

7. Make decisions to satisfy others (parents, friends) 

8. Think about all possible choices, consider the consequences 
tod choose the beist option. 

State that these are all ways to decide things, and there is a 
time and. place for each. 

What are these decisions based upon?" The list should include: 

- Needs - survival issues (Unit 2 Lesson 4 Section B) 

- Wants - things which add to. the comfort of life (See Unit 2 
Lesson 4 Section F) 

- Values - beliefs which eure important, one's principles (Unit 2 
Lesson 4 Section D) 

- Fear - avoiding risk or danger. 

I. State: "These four 'things are part of our self-knowledge. If 
we know our needs, wants and, vzulues, and act based on them, 
then our decisions will be based on what's best for us. The 
last, feau:,is also a part of self-knowledge. Fear can become 
a barrier when we make decisions based only on avoiding it; 
when we do not consider other choices. Therefore, we are 
defining a barrier as something to keep th4ngs out. Fear, 
when it keeps out or stops the finding or consideration of 
other choices in decision making becomes a barrier. Can 
you name any more barriers or gates?" This list should 
include stereotyping, biases , habits (and doing what o'ther^ 
want.) 



2. Define: 



a. Stereotype - a generalized idea about a group of people 
or objects. 

b. Biases - prejudice; an influence for or against something 
not based on fact. 
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'c. Habits - things you do continuously without seeming to 
think about them. 

3. Follow with how these limit our decision making powers. 
The discussion should include: 

i 

a. Deciding without considering as a possible choice those 
things which we are biased against. 

b. Deciding without considering things which we think should 
not exist* (stereotypes) . For example, some employers 
don't think woman should work. So they don't give women 
fair. consideration for a job. 

c. Deciding the same way our peurents do, from watching their 
patterns of behavior. J*or example, if your parents go to 
church, you may go without thinking about it. 

4. Summarize; "Barriers are the mental or emotional parts of us 
which limit the possible choices to be considered in making 

a decision. 



G. Conclude: '^We have discussed: 

1. Things we decide^ daily . 

2. Some limitations involved in making decisions. 

3. How needs, wants and values enter into decision making. 

4. How other people, and possibly you, make decisions. 

Remember, baurriers are mental and/or emotional bounds based on 
abilities and knowledge. Barriers and limitations can both change 
with new information. For example, the stereotypes about women's 
role in society is changing. 

H. "To help people make more effective decisions, someone has 

developed a process you can use.** 

1. Have students discuss what a process is. Define it as a 
series of steps. 

2. Explain that the decision making process includes five 
steps: (Explain each step as you list it.) 

a. Define the problem. What is wrong? 

b. List all possible choices (alternatives) to solve the 
problem. 

c. Think about the choices and evaluate the consequences of 
each choice. 

d. Make a decision (choose one) and plan a course of action. 

e. Do it and evaluate the decision (its outcome). Did it 
solve the problem? 
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3. Practice the five step method with the following problems: 



a. Should I drop out of school? 

b. Should I work a legal job? 

Distribute - '•Rate Your Skills'*, page 7,-1-2. As you distribute 
it say: **We have now covered some points in decision making. 
Before we go on let's take a look at some of your skills •** 

1. Read the instructions. ' 

2. Give students time to complete the exercise. 

3. Go over the questions and discuss their answers. 



Unit ^ 
Lusson ^ 

Lesson Ovrviev 
Title: Decision M2Ucing and Self Awareness 

Purpose: To help students practice the 5 iitcp decision making process* 
To give them an understanding of how values, needs, wants, 
limitations and barriers affect decisions 

Equipment: None* 



A. 

B; 

C. 
D. 

E. 

G« 
I, 



. Activities 

Review 5 step method 

Closer look at 5 step 
process 

Summary 

Difference between 
outcome emd degision 

Review 5 steps 

Definition of good 
decision 

Decision and values 

A decision to make 

Questions and 
Answers 
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Tine 

' 5 minutes 
5 minutes 

3 minutes 
5 minutes 

2 minutes 

4 minutes 

10 minutes 
10 minutes 
2 minutes 
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Resources/Materials 
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Unit 7 - Decision Making 

Lesson 2 - MaJcing Decisions and Self -Awareness 

A. Review the five steps of decision maKin7 discussed yesterday. 

1, State: "You may think this process of decision making is 
cold and scientific. Maybe too cold to use in real human and 
personal problems, Hov do you think personal or human 
decisions should be made?" 

2. Brainstorm; the list should include intuition, 

3, Diiicuss intuition including feeling and hunches, 

4. End with: "There is a time and place for intuition. Is is 
used best when there is ap other information upon which to 
make a decision," You may wish to mention some examples, 
such as: "You are on vacation in a strange area, without 

a street map, it's late, no one is around. All businesses 
are closed. You encounter a fork i^ the road. Which way should 
you go?" 



3. A closer look at the five step decision making process, 

1. "How do we find the problem?" After several responses, 

state: "Find out what, it is that you must address." 

Note: This section emphasizes the defining of the problem, since 
most problems which arise are not clear cut. Have the stu- 
dents find the problem in the statement which follows: 
(When the decider defines the problem, the decider must 
be included in the statement) "My boss is a jerk," What's 
the problem? "I don't respect him.. So, I don't always 
ask him for the information I should. Therefore, I might 
get fired," You may wish to use othep situations and have, 
students define the problem. ' 

2. Follow the completed five steps with this nex- statement: 
"SchooL stinks," 

1. What's the problem? why does school stink?. What don''t you 
like? "I am failing". Now that the students have identified 
or defined on possible problem- Ask: "Now what do you do?" 

2. Ask the students to list the choices to solve the problem. 
Tell them to list as many as they can. There are always 
more than 2 or 3. 

« 

3. Have the yoath evaluate them, think them over, and select 
which should be 1, 2, 3, and so on. Ask them: "Why did 
you select your No. 1 choice? What was it bas«4 en?** 

a. Intuition- what feels right. 

b. Need - for survival. (Yoa need to work) . 

c. Want - things to make me comfortable. (You decided not 
to go because you are bored,) 



•d. Value - what's isiportant to you. (It's more important 
to be on the comer with your friends.) 

e. Limitations - your capabilities. (You can't do the work 
at school.) 

f. Barriers - your mental/emotional walls. (You r^el un- 
comfortable at school.) 

4. Have youngsters make a decision (choose 'the best alternative) 
and plan a course of action. Ask: "How would you carry 

out your choice? List the steps. 

5. ••Carry out the decision in yotir mind, and evaluate it.' 

Was it the best choice or not? Did it solve your problem? 

Note: YOU might want to have students list the consequences 
their choice. 
• * • • % 

C. Summarize; ''Your prioritv list or ranking of choices is based 
on one or more of the six" things: intuition, need, want, values, 
limitations and barriers. 

1. State: "In the first part of this lesson we discussed in- 
. tuition and decided that it included feelings and hunches. 

2. Needs our survival concerns (See Unit 2 Targeted Choice, 
Lesson 4.) 

3. Wants - things which make our lives more comfortable (See Unit 
2 Targeted Choice, Lesson 4 J 

4. Values - what you think is important. (See Unit 2 Targeted 
Choice, Lesson 2.) 

5. Limitations - what we are not capable of doing. 

6 . Barriers - our mentaL ahd/or emotional restrictors . 

' state: -^The better you know yourself, the better you'll under- 
stand vour choices, and so the outcomes of your decisions will 
be batter or more satisfying. They will be based on your specific 
underst^anding-. " " • 

D. **What is an outcome?^ After several responses, state: "An 
outcome is the result of an action or process. Could it 
be" the result of a decision making process? 



1. "t^iat is a consequence?" After several responses, state: 
"Consequences are the result of an action or process. 

2. "Are' consequences and outcome one and the same?" A dis- 
• cussion shpuld follow highlighting the following points. 

Consequences and outcomes are both: ^ 

a. ^Th^ things that result or occur from doing something. ^ - 
For example, if you pull the plug-out of a radio that's 
playing, what happens or occurs?* The radio stops playing. 



The stoppage of play is the outcome or consequence of 
the act-' ' " ■ ^ - * 

b. They are the same. We will be using the words inter- 
changaibly throughout this U2\it. < 

3. * "Does outcome or consequence differ from \iecisicn making*?" 
Divide the board in half. Title one side consequence cr 
outcome and the other side decision making. Brainstorm 
the differences. . . . . - 

Decision Making Consequences or Ontcomes 

Is iux act of choosing. X Results of an act. 

2. Is a process of 5 or 2. Part of a process. 

more steps. 3, People have no control ova: 

3. People have control 
over decisions. 



Ask: "What are the steps in the decision making process?" 
Review the five steps and processes involved in each. 
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2. Continue; "Good decision -making will lower the odds of getting 
an unfavorable outcome. The best protection againrt an undes-' 
irab']e outcome is using good decision making skills.'" 

3. One of the lesions in decision makingiis to learn to tell the 
difference between a, good decision and a poor outcome. 

a. Refer back to D~2 of lihis lesson. 

b. Highlight the differences between outcome and decision 
making. ^ . ' 4S 

4. Conclude with: "Good decisions will not guarantee good cutccnes 
because you can't control the outcome^ 'However, learning^ 

how to make good decisions and making them will increase' 
yoor chapces of getting- good butccmes." 

"So what goes into, a good decision?*^ The list should include: 

1. Understand the problem* 

2. All alternatives or choices are found and considered 

3. The best available option is selected (consider consequences). 
4'. Your choiqa" is outlined well and you act. 

5. * The outcome is evalxiated. 

6. Personal values, need*' and wants are understood. 

7. Limitations and 'barriers^ and how they can affect decisions 
are ujjd?r?,tpod...f , -.^ • ^ , / 

i • ■ u 

Conclude; "A good evaluation ,6f tl^e quality of a decision is 
based pn how the decision was made, not on how the situation 
• ttarned^out (outcome)." 

State: '^Sometimes, the decisions we make say a lot about our values 
and beliefs. We're going to do a couple of exercises. After 
each one, take a moment and th^iak abbut what your decision sayt; 
cOsoutjrou." *What do they say aboulf'your values?" 



1. Bring in appropriate hunan interest colunms (Ann Landers -r 
Dear Abby) . 

2. Have the student listen' to the problem. 
'3. Use the 5 step method to solve the prQ-blem. 

4. Question students on needs, wants values jj^^e^!'''- 
ticns and barriers which resulted m their answers. 

H. Heart saving machine exercise - . 4 Cor people are terminall^rJU 
with heart disease. If they cannot use the J^art saving m en...... 

they will die. There is only 6ne machine. Problem - who --et.. .... 

1.- List 4 or 5 people with descriptive characters itics , such as- 
these listed below: 

70 y«r-old priest ' e. 35^ye.r-old police 

- I: ^aSS'Sf s'lLldren without f. Hard^nosed^Judge t-.o. 

d. vi^i^L veteran - heart disease g. °it ^f^^tball 

result of war »• ^^^^^^ 

* • 

2. Follow-u? with: 
I. Questions and Answers. 



* 
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Title: 
Purpose: 



Unit 



Lesson £. 



Lesson Overviev 
Strategies used in Decision Making. 

To assist youth in understanding strategies of decision 
making. To help them increase the number of positive 
outcomes . 



Equipment: Video player and monitor. Audio tape player. 



A. 



B. 
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Activities 

Strategies of decis- 
ion making 

video - "The Divided 
Man" 

Pro's and con's of 
Strategies * 

Role play 

Decision making 

Questions and Answers 

Decision making and 
the World of Work 

Optional exercise- 
Decision Genie 



Time 

10 minutes 

10 minutes 

5 minutes 

5 minutes 
5 minutes 
2 minutes 
8 minutes 
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Resources/Materials 



Video tape - "The Divided Man" 



bookle-c and tape - Decision 
Making 
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3Son 3 - Strategies of Decision Making 

"The hardest thing about decision making is the uncertainty of 
the outcome. If we knew the outcome before we decided on a choiwa 
it would be a breeze to make a decision. If you knew the cu-coir.e 
of each choice, that ' s even better. You wouldn't have to take r.r.y 
risk!" 

1. Have students define risk. This should include: 

a. Taking a chance on the uncertain. 

b. Taking a chance on danger. 

c. Taking the longest odds. 

"So one strategy is playing the odds on the long shot or puutir.r 
a lot on hope. " 

2. Some people deal with their choices by playing it safe. Takinr 
the one with the least chance of a bad outcome. 

3. Others ignore ':he chances of getting a bad outcome and.selpci: 
only on needs, wants, values, limitations and barriers. 

4. Still others let someone else decide for them. 

5. Others try tc get the best combination of low-risk and vies- 
irable outcome. They choose the action that combines probabil- 
ity and desirability." 

"Let's watch the video 'The Divided Man'." Continue with: "The 
Divided Man has troxible making a decision. He has not used the 
decision making process to its, best advantage, and thinks chat 
by not deciding, he can cover more ground. At the end of the 
film, notice the outcome." 

1. Show video taoe. 

2. Discuss the following questions afterwards: 

a. Is not making a decision, actually a decision itself? 

b. How does this relate to understanding decision making? 

3. - We can now add one more strategy to our list: Don't make a 

decision, just wait and see what happens. 

. '*Now that we have discovered many of the strategies, let • s talk ar-y^i 
the positive and negative sides of each." There is one positi-e 
and negative statement about each of the following^. Have student, 
add mora. 

1. Playing the cdds or taking the long shot. 
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Posi-bive Negative 

If successful/ great Chanpe of success are small; 

outcome » risk are high. There i.r: r* 

high chance of a bad out- 

2. Playing it safe. cone. 

Positive ITegative 

Chances of success are high Not always your top cVr.ce 

3. Meeting inunediate needs., wants, or values without considering 
bad consequences. 

Positive Negative 

If successful immediate . High risk, danger 

gratification 

4. Letting others decide for you. 

Positive Negative 

You don't have to think Your needs n^ay not be r-rc 

5. Not to decide. 

Positive Negative 

You don't have to think You don't feel in contro\ 

6. Best combination of low-risk and desirable outcome. 

Positive , Negative 

' Risk is low > likely to succeed Not always top choice 

D. To further illustrate and/or review the 5 step process, conc^uct 
a role play with the following situation: 

1. State: 

a. Sam is 23 years old. 

b. He is a menber of a club whose symbol is a white and blu- -^r.oJ'et. 

c. Sam is at a club party. 

Note: At club parties everybody must wear their jackets. 

d. Sam has too many « beers. 

e. Sam takes, the wrong jacket when he leaves. 

f. On the way hone he is stopped by^ the Police. One of the 
headlights on his car is out. 

g. The Police think he is drunk. 

h. They test him. 

i. Then arrest him. , . . 

j. They search him and find an ounce of Cocaine in the jacket 

pocket (remember the jacket, and coke belong to his friend) . 
k. Sam and his friend go to see a lawyer. 

2. Have one student play Sam, one play his friend, and one play 
the lawyer. 

3. Using the five step process to solve the problem. 
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Note; students may challenge whether the role play situation is 
realistic. Remind them: 

a. The purpose of this exercise is to practice decision 
making, and that the story is not true, 

4. You may also assist youth by outlining on the board the: 

a. *Tive step method of decision making. 

b. Strategies of decision making (6), (See Section A, #1-5 
o^ this lesson*) 

5. Give students time to use the process, 

6. Elicit solutions and explanations of how the students used 
the five step process, 

> « 

7. Question which strategy they used, 

8. What values / limitations , and/or barriers entered in their 
decision (friendship, loyalty , personal freedom, low risk) ? 

E, Introduce "Decision Making" booklet and tape as a review. 
Play it through and then discuss each point. 



F, Questions and Answers,. 



G, Conclude with: "How do we use decisions in the world of work?" 
The list should include: \ 

1, "Deciding, on what job we want," 

2, "Deciding on how and when to apply," 

3, "Deciding on how much money we should earn for our wants 

and needs , " 

4, "Deciding on the hours we can work." 

5, "Accepting or rejecting a job," 

6, "Deciding how to handle difficult situations," 

Tell students: "We will talk about these topics tomorrow," 
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H. Optional exercises - "Decision Genie" 

This exerc.se asks students to assign their decision making to 
an expert, a "Decision Genie". The exercise emphasizes the 
kinds of decisions that are important to individuals and illustrates 
the importance of values in the decision naking pro<:ess. Be 
sure to review the background information throughly before begin- 
ning the exercise i 

1, Background Infoonation for Instructor 

Before beginjyfng sections 1) , 2) and 3) of the "Decision Genie" 
exercise which follows / a discussion about the assigning 
O , decisions will help make this exercise more meaningful. For 



7--3-4 



362 



example, you might ask what things people tell their 
stockbroker or architect when asking for advice. "Do 
people usually let the stockbroker or architect make the 
decisions for them? Do doctors sometimes make decisions 
for us? Do they know all we wnat them to' know about us? 
Are they experts?** Ask learners if some of their dicisions 
are made for them by someone else. 

Sections 1) , 2) amd 3) can be completed seperately with 
group discussion after each section, or sections 1) and 2). 
can be completed together. 

It is interesting to find out what kinds of decisions are 
assigned to the agent and what kinds of decisions the ind- 
ividual chooses to make himself. Some people are reluctant 
to transfer and decisions that involve long-range life- 
styles (for example, what career to choose), and same will 
allot decisions that relate only to material things (for 
example, what car to buy.) Section 3 of this exercise can 
be especially revealing in that is calls for a statement 
of values on the part of the individual. 

An important aspect of decision-making should be 
discussed here. That is, if we let others make decisions 
for us, we are likely to give up some of the freedom and 
some of the control we have over our own lives. A • 
learner's difficulty in responding to the Decision Genie 
exercise may be an expression of his/her reluctance to 
transfer his/her control to euiother person. 

The "Decision Genie'* exercise. 

a. State: Sometimes it is especially important to^ 
mcike sure that you make a good decision. People 
often have someone else help them make important 
decisions. They might use a stockbroker, a doctor, 
a lawyer, or an architect for certain difficult 
situations when a decision has to be carefully 
thought out. When you have importcint decisions to 
make, you want experts to help you. 

Nov imagine a new kind of expert. Instead of a doctor 
who is an expert on medicine or a mechanic who is an 
expert on cars, make believe there is a Decision Genie, 
an expert on decision making. You can hire him to 
make decisions for you." 

b. Continue: "The following questions may h'^lp you learn 
something about yourself, the values and the decisions 
that are important to you. Remember, we can only 
request decisions, not wants or needs. 
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1) Your town hall has a Decision Genies for the 
entire town. The Genies can make only one 

^' decision per person in a lifetime. What one 
decision would you ask the Genie to make? 

2) If you had two decisions they could make, what 
would they be? 

3) - If the Genie had to make all the decisions in 
-your life but one, which decision would you save 

for yourself? Why? 
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Unit 



Lesson 



Lesson Overview 
Title: Accepting or Rejecting a Job. 

Purpose; To discuss the process of accepting and rejecting a job. 
Equipment: Video tape player and monitor. Audio player. 



A, 
B. 

C, 



F, 
G. 
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Activities 
Introduction 

"Just Around the Com 
er»<- accepting or 
rejecting a job 

Company benefits 

Personal growth - 
promotion 

Needs and t'ants - 
galary 

Summary 

Questions and Anr^ 
swers 



Time 

5 minutes 
10 minutes 

10 minutes 
10 minutes 

5 minutes 

3 minutes 
2 minutes 



7-4-1 



Resources/Materials 



video tape - "Just Aro.und the 
Corner" tape 6 



audio tape - "Promotions" 
worlrt of Work I - tape 12) 
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Unit 7 - Decision Making 
Lesson 4 - Accepting or Rejecting a Job* 

Note: This lesson can be used as part of the last lesson of the 
Interview Unit. 

A. State: "Today we are going to discuss the points to consider in 
making a decision whether to accept or reject a job. We will see 
a video "Just Around the Corner" and then discuss the following 
points: 

1. Company benefits 

2. Paycheck 

3. Promotions or your personal growth on the job 

B. "Let's begin with the video. Larry is faced with deciding on one 
of two ^obs. Let's see what things he considered." 

1. Show video. 

2. Discuss what were some of the good things and some of the bad 
things about each job. 

3. Divide the board in half. One side for Job A the other Job B. 
This may keep the information straight. 

4. Elicit other considerations or choices. 

C. Ask youngsters : "Wh?it things other than your paycheck can an enplcyer 
offer you?" 

1. List should include company benefits, such as: 

1. Paid vacation 5. Disability 8. Tips 

2. Sick time 6. Free or reduced meals 9. uniform and 

3. Health insiirance 7. Travel money; car and/ tool allowance 

4. Life insurance or gas 10. Paid holidays 

11. Paid training or school tuition reimbvirsement 

12. Retirement pensions 

,2^ Explain each benefit. 

D. Personal growth is "another thing to consider in accepting a job. 

1. Promotions have a lot to do with good decisions on the job. List . 
some decisions to be made at work. 

1. To come in, or call An sick. 

2. To be late or on time. 

3. To be neat or sloppy. 

4. To help fellow workers or take it easy. 
O 5. To complete your work or not. 
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2. Play Vorld of work "tape § 12 "Promotions". 

a. After the tape, stop for "Questions and Answers". 

b. At the end of the tape discuss: 

1) "What things do you need to know about promotions?" 

2) "How do you get promoted?" 

3) Conclude; "Promotions are available on most jobs. You must 
earn them. You now know some of the things which will help." 

E. "Needs and wants are still other considerations in accepting a job." 

1. "What kind of salary do you start with? Is it enough to meet 

your nee<?s, wants, values? When do you get raises? Will they 
be timely and will they get you through enough to maintain your 
lifestyle?"^ 

2. "What money is taken out of your check?" List: 

a. Taxes (income and Social Security) 

b. Health insurance 

c. Disability insurance 

"To name only a few. The rest will be discussed in "The New 
Worker" Unit 11. To help you decide, you will 'take home 'about 75t 
of your money after deductions." 

F. Summarize how decisions influence which job you take. Highlight: 

1. "A decision to take or not to take a job should rest on a low- 

risk, high positive outcome for you, the worker. In making sure 
^ this occurs you should consider: 

a* The paycheck -will the reward for your work be enough to keep 
you comfortable? will your lifestyle be maintained? 

b. Promotions - will they be timely? V7ill they eventually get 
you to the position you. want? 

c. Company benefits - do they meet your wants and\ needs to be 
comfortable on the job? Can you get training to do your job 
better or to receive a promotion? If you get sick will your 
health insurance cpver it?" 

Note: Encourage the students to be realistic while considering these 
points, 

2. Remind them of Larry's situation in the video. Encourage them 
to make lists with the pros^ and cons of each job. 



G. Questions and Answers. 



Unit 



Lesson ^ 



Title: 
Purpose: 



Lesson Overview 
Decision Making and the World of Work 

To help students identify choices in ihaking decisions on the 
job. 



Equipment: Audio tape player. 
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Activities 

A. Completion of- accep- 
ting or rejecting a 
job 

B. "The Extra Work Assigr 

ment" 



C • "Does The New Man 
Have To Get The 
Coffee?" 

D^ The Card Game 



E. Review unit 

F. Review Questions 

G. Answer Key 



Time 

5 minutes 

- 10 minutes 
« l9--minutes 

10 minutes 

5 minutes 
5 minutes 



Audio tape - ""The Extra Work Assiqr.- 
ment" - C^Worl d of Work I Discussion 
tape Alf Situation 1) 

Audio tape - "Does the New Man 
Have to get the Cof fee" . - (WOW I 
Discussion tape A2, Si'cuation 1) 

Audio tape - "The Card, Game" (WOW I 
Discussion tape A2, Situation 3) 



Handout - "Decision Making, ~JRevie%- 
Questions" page 7-5-2 



Resources/Materials 
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Name 



Oecision Making - Review Questions 

Directions for this section - List and explain the 5 steps of decision 



making < 



1. 



0 



3. 



4. 



Directions for this section - Write T for True if you agree and F for 
False if you disagree. 



U ^Using only your 'intuition is a good way to solve all ?roi?lenjs. 

2 . Consequences and outcomes are the same. 
2, ^One strategy" in oaking a decision is ignoring all risk%. 
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4 . , Y our values do not affect your choice when you make a decision. 

5. You should think abofit as many choices as you can before you 

decide. 

c 

6. If ycu get a poor outcome, it means you made a bad decision. 

7. ^People always think before they make a decision. 

^The first step in decision making is to act, think later. 

9. ^When you know what the problem ^is, think about possible choices. 

10 <. _When you hgve reached a decision and acted on it and your problem 
doesn't get solved, you should repeat the five step process. 
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Unit 7 - Decision Making. 
♦ ft ^ 

Lesson 5 - Dec,ision Making and the World of Work 

A* "Yesterday we discussed accepting or rejecting a job." 

1. "We covered the points which should be included in that discussion. 
''They were: 

a. Paychecks 

b. promotions 

c. Com'p^ny benefits" 

2. "Now, let's discuss how you say'yes'if you take the job,or«no» 

if y^ don't take the job^" 

a. "If your decision is to take the job; 

1) How wbuld you tell that t;o your new employer? 

2) What else would you need to know? 

a) , When to report for work. 

b) Who to report to? 

c) What you need for the day." 

b. "If your decision is no. You decide not to take the job." 

1) "How would you tell that to the employer?" 

2) Use the following true story. j 

"I had a friend wh6 was working on an advanced degree in college. 

He got a summer job offer from a company and decided to accept 
it. He had one more job interview with another company, how- 
ever, and decided to go. If that job looked better, he 
decided he'd take it and give his apologies to the first company. 
The interview did not go well however, and since he didn't need 
the job, told the interviewer what he could do with his job. 
Several years later, with, fancy degree in hand, my friand went 
to cuiother company for a job interview for a peinnanent position. 
The interviewer was the man he had been so rude to years before, 
and he recognized my friend immediately. Needless to say, my 
friend didn't^ get the job.** 

3. "So the question " isT "HovTdo^ you say 'no' the Tight way?" 

a. "Be polite." 

b. "Practice what you're going to say un^il it sounds natural. 

'Mr. Jones, This is Harry Sm:.th. I cerl.ainly appreciated 
your job offer, but I'm afraid I'll have to turn it down.'" 

"^t this point, if you feel comfortable, give the employer a reaso^i. 
-"^or example, Cal's Company has a training program which you would 
like to join. If you don't have a reason, don't liell " 
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c, ^•'Always close with: 'Thank you for your interest in me,'" 



Note: T^e rest of this lesson can be used as part of the Human Rel- 
^.tions on the Job u Unit (#9) . 

B, Begin: "What would you do if your boss gave you more work than 
you were supposed to do?''^ , . 

1, Listen to this tape on the "Extra Work Assignment "(World of Work 
1, tape A, Situation 1) . Elicit from students after the playing 

a. "What would you do?" 

b. "Why?" 

c. "Did you use the five step process?" 

d. "What did you consider?" 

Note: If they didn't use the decision making process, stop the 
lesson and go through th.' problem with the process, 

e. "What values ware involved?" 

f • "What needs and/or wants were tinvolved?" 



C, **Once on the job you must deal with your co-workers. Let's listen 

to a tape about solving problems on the job," 

1. Play tape"Does the New Man get the Coffee" (World of Work.l, tape 
A2 , Situation 1) • 

2. Lead a discussion covering the. following points: 

a, "What would you say to the boss?" 
b. "What w cHd^^^ou— say—to— the-^o^worker-?^ — ^ 

c. IjHow did you decide on what to say? What did you consider?" 

d. "Did you use the five step process?" 

Note: If they didn't, stop lesson and go through this problem 
with the process. 

D. "The Card Game" (World of Work 5 tape a2, Situation 3) - This is 

another problem involving co-workers. 

1. PlaV tape. 

2. Lead a discussion .with: 

a. "what decision would you have made? " 

b. "why? What did you consider? " 

Note: You may wish here to Ixst more choices. 

c. "Did you use the five step process? " 

Note: If they didn't, stop them and go through the process with 
the problem. 



E. Review unit as follows: 
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1 

• 

1. Five step process 

2. Limitation to decision making. 

3. Barriers to decision making. 

4. Role of needs / wants and values in decision making, 

5. Strategies of decision making. 

6. How others make decisions.^ 

?• Definition of a good decision. 












• 


> 

F. Distribute "Review Questions "page 7-5-2. 




• 




G. Aniswer Key - 








1. Find, identify or define a problem 
2 Select th^i choices 

3. Think about the choices - 

4. Select one and plan a cpxirse of action 

5. IDo it and evaluate outcome 








1. F . 4. F 7. F 10. T 

2. F 5. T 8. F 

3. T 6. F 9. 7 




> 




J ■ 












• 










• 


* * 
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OVERVIEW OF UNIT 8 -"THE NEW WORKER" 




Unit ?u 




ose ''i^ 




jg ■ 

To have 


s-tuder.cs : ' 


• 

* 








Leam work place ajid payroll vocabulary. 

>• 

Understand what inforsiation they need to find out during 
orientation or their first, few days at work, including 
compainy rules f policies ajid, customs. 

tlnderstand somft of the. differences between the world of* 
work and the world of school, especially regarding rules. 

Know wh&t they can expect from* an employer, and what an 
employer may expect from them. 


- 








Leam how co-«workers may "hassle" new workers and how to 
deal with the tensions and pressures that new workers face. 

Understand the various benefits ajx employer may off sr to 
workers. 

Le£um about payrol , deductions and how to read a paycheck stub. 
Leaum eibout Labor Unions and Employee Associations • 










Understand discrimination on tne job and rescuircss available 
to deal with discrimination. 




• 

Unitr Lessons 




Lesson 


L 




Getting Ready for Your First Day on the Job. To help stu- 
dents prepare for a successful srarr at work, this lesson 
covers what to ask, what to expect/ and what words tiiey 
_need _tQ, know.. * 


« 


lessen 


2 




Expectations. To help students identify their expectaticnrs 
or their employer and what their employer expects of them. 




Lessen 


3 




DealinT with Co«Workers^ This discusses the need to ger 
along we±x wxrii co-wor]<ers and potential problems amd 
solationsr^ 




Lesson. 


4- 




' - . '•.•"•'."* 

A Clcser-EooJc alt Benefits. Reviews basic frdLnge benefits 
and iatroduces- taa concept of payroll, deductions. 




Lesson 


3 




A Closer^ Look at Your Pavcheck and Pavroll Paperwork. To 
discuss paycneck stubs, deductions, overtime, taxes, ancj 
payroll papeir^ork. 




Lesson 


6 




Labor Unions and Jinolovee Associations. Presents a brief 
history of labor unions , t^ieir impact and purpose, and how 
associations differ- front unions . 




Lesson 


7 




E(!rual Opportunitv Snolcvment and Discrimination. Tb maiks 
students aware of discrimination at work cuid what they can 
do about' it^ ^ 


ERLC 


Cesson 


8 




Unit Summarv- To review and sximaari'se the unit and have 
studears complete, a. set of review Questions. 
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UNIT 8 - "THE NEW WORKER" 



Unit Notes 



This Wiit ties in closely with Unit 9. It is fairly indepen- 
dent of other <Jinits, so it may be used early in the program if 
students are about to begin a, work experience. In this case. 
Units 4, 7, and 9 should be combined to follow this unit. With 
community-based youth needing a shortened program, this unit can 
be delayed until after students are well into their job search. 
Thus^ the course could end with "The Interview" (Unit 6) , and 
Units If 8, 9, and 10 could be offered as part of a follow-up class. 

The closer a student is to actually working, the more detailed 
the infonriation offered in this unit should be. A brief overview 
of this material would be appropriate for younger students or stu- 
dents who will be out of the work force for an extended period of 
time. 

This unit lends itself well to field trips (company tours 
and/or sample new wprker orientation sessions) and guest speakers 
(personnel staff, supervisors, union representatives, EEO staff, 
etc.). "Real" samples of pay stubs, paychecks, employee orientation 
booklets, and new worker paperwork will also increase student in- 
terest and learning. 

Many youth have limited knowledge concerning the actual 
situations they will encounter as new workers. Before they begin 
working, they need to receive accurate, detailed information re*- 
garding this subject so they can feel comfortable and succeed in 
those crucial first few days. 
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Unit 2- 

Lesson i. 



Lesson Overview 



Title: Getting Ready for Your First Day on the Job. 

Purpose: To help students . prepare for a successful start at work: 

what to expect /what to ask, what words. they need to know. 



Equipment: Audio tape player • 



Activities 

A. Introduction 

1/ What information do 
you need before you 
come to work? 
2., Vocabulary of the 
^ workplace. , 

What do ypu need to 
fingl out on your 
first day? 

C. A closer look at Rulei 
Policies, and Customs 
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Questions arid Answers 

Optional exercise - 
Ask the boss, what 
rules and policies 
would you set? 



Time 

5 minutes 

12 minutes 
5 minutes 

20 mintues 



3 mi.nutes 



5-15 minutes 



S-1-1 



Resources/Materials 



Handout - "Language at Work" 
page 8-1-2 and 8-1-3, 



Handouts - Sample Rules and 
Policy Statements for new work- 
ers, pages 8-1-4 to 8-1-7. 
Audio tape - "Company Rules and 
Customs" (World of Work I, 
taE)e 10 
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LANGUAGE AT WORK 



Directions : Match a word on the left with its definition on the 
right . There is one more definition than words in each group, so 
you won't use all the def initiofis • Write the letter of the correct' 
definition in the space after each word* 



I. Words About Time 



3. 



1. 


Schedule 


a. 


2. 


Over-time 










4. 


Time Sheet 


d. 


5. 


On-time 


e. 








1. 


Work shift 


a. 


2. 


Time card 


b. 


3. 


Part time 


c. 


4. 


Temporary 


d. 


5. 


Time clock ^ 








f . 


1.. 


Work^dtiy 


.2L. 


2. ' 


Work week 


b. 


3. 


Permanent 


c. 


4. 


Punch-in 


d. 


5. 


Punch- out 


e. 



When you work 40 hour» a week. 
What the boss expects^ you to be*- 
The days and times you are supposed to be 
^at work. 

A piece of paper on which you or your boss 
keeps track of the time you work. 
When you work more than 8 hours a day. 
Someone who doesn't work hard. 



When you work less than 30 hours a week. 
When you don't keep a regular schedule. 
A piece of. paper on which your time is 
marked by a machine. 

The part of the day (or night) you are 
supposed to work. 

When your job lasts for a few weeks or 
months. 

A machine which marks a card to show you 
when you come in to work and when you leave. 



«When_yoAir-job™will^asJb_as_lojag^a.s^^^ 
keep doing a good job. 



f. 



The hours you are supposed to work each day. 
An expression meaming that you put your time 
card in the clock when you come in to work. 
What you 4o to someone you don't like. 
An expression meaning that you put your 
time card in the time clock when you leave 
work. 

The days you are supposed to work each week. 



II. Words About People^ Pay, and Jobs 



D. 
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1. 


^Supervisor 


a. 


2. 


Personnel 


b. 


3. 


Salary 


c. 


4. 


Probation j 


d. 


5. 


Job 


e. 




Description " ! 






■f . 



How much moneyo you make. 

Something which tells you what your job is 
about • 

A trial period for new workers. 
The boss*. 

Anything having to do with the people who 

work for a company. 

A worker who is over 40. 
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1. On-the-job training 

2. Job duties 

3 . Wages 



4 . Seniority 

5. - Fringe benefits 



a. 
b. 
c. 



e* 
f . 



Your salary. 

Going b'ack to high school. 
Extra 'things your employer gives 
you besides pay (such as health 
insurance) 

Training you get while at work. 
A list of the things you are 
supposed to do at your job. 
Preference given to peopla who 
have worked for Jihe company a 
long time. 
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C<illln9 In $lck 

iiihft yoii whmi you me tkk, bocouno yoUr wo«k hme It lm|>orlfinl. Your 
r.os3iicf) itlnnmi nn oxira l»Uf dim ofi your co-worKrf miU Uliiupll Hit reslaurnnrt 
otiofolloii. II you mt III mul tit un^bU lo conit lo work on a tchodulod day. you 
9ho4ildcnM your nmnapor n\ Ihret P) hour* bolort your echadulod ttilfl. I( 
vour iit)5nf ice will coiillnua for lovoral dfyf • II will nol bt ntcofiiery for you lo cull 
In dally pravldlti^ llml you Imva Inlormtd your manag^f of Ilia axaci lanflfh of 
lima wlilcli you.wJII ha ali9anl ami wfian you will ralurn lo work, riamambar lhal 
iinrDpoflmf absoiica may rasull In dltclpllnmy aclkm whkli may fttcluda 
larnilnalloti. 

Your profiiplimif aiHl allnpdafica la a vary ImporlanI pari of your aniploymtnl 
focmd, now atnl lor lha fulura. 

Changa af Slalut 

Any lima you chantlQ' your addtaaa, phona niimbor or mar Hal tialut, your 
nianoflar should be Inlormad, ao wa can kaap accurala racordf. 

Chackf 

Wa do nol cosh pmsonal or payroll ctiackt. 
Clocklrtti In and Qui 

You af a raquir ad lo punch In and oul any and aH llmaa you ara working In lha 
raslauranl. Do nol punch hi aarllar or latar lhan your assigned shlll, unlasa you 
ara askml lo do so. Eaicti |>«rson mufi clock In and oul lor hlmsall; no ona la 
pariiilllad lo clock In or oul lor anolhar amptoyaa. 

Dliclpllnary Actlan 

Any company musi hava rulaa of conduct. Plaaaa undarsland lhal lha followhtg 
hnhavlor will rosull In dIsclfYllnary aollof i, which can ranga from vtfbal warnings, 
wrlllon rapilmands, or larmlnalHm: 

t. Insubofdlnallon; wHHul or nagllganl fallura lo follow ordtrs. 
^.-righllng or creaHiig a dislurbanca. 

3. Loafing or slosping on lha )ob. 

4. Peporllng lor work Inloxicalad; drinking alcoliolto bavaragas whila on lha 

job. 

9. Absence wlllioul leave; lardlness; quHIIng early (unless asked by manager ; 

lo do so). 

6. Ihefl of company properly or producl. 

7. Mlscondi»cl on Hie |ob. 

8. Failure lo reporl an accldenl. 

9. NegMgeiil or. dellberale misuse of company properly. 
1U. Drug addk:llon or unaulhorlted use of drugs. 
It. Tossosslon o! weapons on company pramlsee. 

^ a Tills Msl gives some examples of behavkir lhal will rasull \\\ disciplinary acHon* 
t ^ II Is by no means a complele llsl. 

r 

Olvfng Away Food- ^ 

^frfte^lood Isliorio'HfrglvofTaway'lo^^ employees. Anyone 

cnnghl giving away free loofi Is sub|ect lo lermliiallmi. This Is lha same as Hiell 
hoin Hie compntiy. 

nUIng Nellce > 

II you decide lo leimhiale your amploynteni, you sftould give two week) nollce* 
O preferably In wrIHiig, lo your manager. 
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MiDON nestauiant CerfNrrallen ^ 

rieslaurant Policy i 



I 
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Wlinm You ni III 

You linvo n mniibor (if g(K)(! nimlMloi wlilcli nmdo m iili o you. Ono of lliom w09 ' 
your flood onllitdo. Wo hnpiinn lo llilnk you're prolly lmporl(iiil, tlnco you ncl oj 
your compony's rrpiosnnlallvo: you ura our goodwill nmboMndors. Allor llie 
5rr viri? you givo liliii, n cuslonior docldes -.vriol h« llilnks of u9 nj • company. Wo 
9prnr| ftioncy lo bring cuslomcf • Inio our resliurnnh; your iinlle will bring ilmm 
bnck. tf n«il coch cuslonicr n$ you would like lo bo Ircalcd. Show Iho cuslonior 
why wn hired you. 

Appnariinctt 

fir^Mrs hnvtny llio |)iopcr olllltrde, personol appoaranco and personol hyglone 
ntc Iho I wo ricxi tnosl hiipoilnni qtiallllos that you should have. Durg«9r Khig 
r%^V^o^f*ii uriHorins and hnl9 must t>a clean and properly worn al all limes. 
Apfxoved imnie lags niusi also be wofn. Man ahoultl be cleon shaven; whila 
l>enids nre nol pcrrninod, moustachoi are, provided lhat lhay do riol oxiend 
below Itie upper Hp. Hnir should ba rveally groorned and sfiould not hang over 
the slilrl cotlnr. While lee shirls are to be worn uridcr uniform ahlrls, with dark 
pants (HO |f?nns) »nd dark shoes (NO aneakers). 

reniiiles should see (hat their hair Is naally pinned or tlod back and Is not 
honglng In (heir faces. No hair sliould ba hanging on your aliouldera. <Parfume 
and nmkcup can be assels, but you are discouraged from wearing heavy perfume 
or excessive mokcup. Nail pollah la not allowed. Tha only |ewalry allowed Is 
weddhig or engagemeni rings • Ihit l9 both for aanllary and aafaly reasons. A 
person nol hi clean and proper uniform may not be allowed lo work. 

Parsonnl llyqiena 

Vou woik with Ihe public. You should Iheiclore balfie as necessary and use on 
cffctllvn dcodoimil. Ynu should olso brush your leelh and use a mouthwash If 
ncccsStiiy. Always wnsh your hands belore comhig on duly and after using Ihe 
rculrooins, or nllor .doing extra cleaning duties. 

Conduct 

When al work, you will t>e expccled |o conduct yourself In a professional 
niannor. Dc polite and courteous lo both customers and fellow employees. This 
Is pmt!culmty tmporlani when you are laklng breaks In lha dining room. No one 
oppreclnlcs lowdy or loud employees. Well meaning lun can cause aerlous 
occldGitts and Injuiles. Tfierefora, there ahould ba no horseplay on lha |ub. 

Worker's Compensallen 

An on the |ob acchlniil nursi be reported Immediately lo Ihe management person 
In char flf" on the day which Ihe accident occurs. Accident reports must be filled 
out by V\p ninnagciiicnl pcison In charge on the day which Ihr accident occurs. 
Thrrc Is ti first old box located In lha kitchen. This should contahi the necessary 
supplies to If cat minor Injuries. Tor major eccldanta an ambulance vylll bo 
called, unless you are able lo direct olfterwisa. 

JJlJLJCim)pau>LJlofi3,-oLj:QutaB^iave^workeri^^ — The-tnsuraitce— 
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covers i.icdicnl and liospllal expenses. Rernenrjer, accidents MUST t>e rnporled 
Inuiicdialely. 

Talephena 

linless It Is ar extreme ernergcncy, avoid calling ihe reslauront during pe<nk 
periods ol business (11.00 a.m. to 2:00 p.m. and 5.00 p.m. lo 6.00 p.m.). The 
restaurani phone la a bushioss pfiona, so discourage olhcra from callhig you ol 
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wuik, and try lo niakn your own noco.nttAry phono calls bnloro you arrive for work. 
Any cilis you do nmko on llio unit phnnn iiiuni ho cloni nd by Iho rnanngem^iil. If 
ynu have occasion lo rnswnr llio loloijli^noi do zo hy saying "Good niornhig. 
good afternoon, or good evenlrig» Durger King, (your name) speaking. May I 
help you picann?". 

ray Pf rieda 

You will receive m paycheck every week. Our pay period begins on Sunday and 
ends on Saturday. There era no pay advancea. Payday Is every Friday and nol 
between 11:30 a.m. and 2:30 p.m. 

Schedula 

A new Khedule la posted every week. Oe aura you check It for assigned fioura. 
Requests for days off must be aubmllled alx daya In advance of the acheduled 
weeR Involved. Wa reserva lha right to turn down any request for daya olf. No 
employee mny cliaiiga or exchange houra on tha tchedula wllftout manaaemeni 
approval. To do ao can be grounda for dliclpllriary action whkh may Include 
termination. 

Smoking 

Smoking \i allowed only on break lima. You are nol permlllod to amoka In the 
food aervke area or food prep area either before or alter closing. 

Suggatllona and Cemplalnia 

If you have any auggesllons that would benefit the resiauranra operallon of 
employees, please make them known to your manager or asalslant manager. If 
we work aa a teami we will bt better able to aerve the public. 
If you have any complalnia or pttaonal problema wlilcn affect your work, ploaae ' 
feel tree to talk tham over with your reataurant management icdnn Your i 
problems will be confldenllally diKuaaed, and you will be notified of your H 
problem'a rasolullon. Wa care enough to aee thai each paraon'a 
complalnlf / problems are ftandled In a fair manner* 

Maal Policies 

Employee hall price meal la a beriollt etiMtled to you as an employee of MIDON' 
neslQuranI Corporallon wl>en you work I'our houra or mora In a work day. For 
employees working less than four houra, yov* are not eligible for half prka m'osia; 
however, you are anillled to a beverage at half price regardless of how many 
hours you woik. f4aif price meals or half price beverages csn only be oblalned v4 
hour prior to your shift starling lime, or while actually on break, or up to hour 
allor your shift ends. If you.do not work on a given day you are not entitled to • 
half* price meal or half price bevaraga. 

A meat f s any Hem piircliasod, oilier than a beverage; I.e. , a burger and a coke la 
a meal. Any person eligible for a half price meal may purchase any Item or Heme 
on the menu; I.e., Whopper and a coke or friea and a coke, or apple pie, fries 
and a coke. A maximum dollar amount of $t.50 Is what you are entitled to. If 
your half prfce sales totals more than $1.50, you will pay Ihe difference. 
The amount of your half price meal or half prke beverage will be paid at time of o r 

purchase. — — - — 

A nianagemeni peison wlKSioi.Jla all employee meal transacllona. 

Alcohol and Drugs 

No alcoholic beverages or lllegsl drugs are permitted In this resleurant or on the 
premises. You are nol permitted to work wlilla under the Influence of alcohol or 
Illegal drugs. Brooking Ihe riria Is grounds for disciplinary action which may 
Include termination. 
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COMPAi'JY RULES AND REGULATIONS, AND DRESS CODE 
TAKEN FROM: "EMPLOYEE'S HANDBOOK" 
PRICE CHOPPER (THE GOLUB CORPORATION) 



_r 



r 



T-TH 



in ordtr to Insure tht ordtrly optrttlon of tht businttt, and forth* b«ntflt tnd prottctlon of tht rights tnd 
stt«ly of %\\ •mploytts. t company must tstabjlsh and maintain appropriata ruiaa, ragulatlons and procaduras.' 

Thasa wHI provlda a daflnltlon of unaccaptabta bahavior and inaura conslatant action In tha avant of thair 
violation. 



Tha following offansM ara aausa for tarminatton of an amployaa without pHof warning: 

1. Insubofdmalion or refusal lo obay ordars of supervisors partaimng lo work or duties. 

2. v;iHful destruction of Compeny property or the property of its employees. 

3. Conceried or deliberate restriction of worK output. 

4. Theft of Company property or of its employees' property. 

5. intoxication or illegal drug use and/or possession of alcohol or Illegal drugs on Company property 

6. Willful falsification of Information on the Application for Employment. 

7. Falsification of Time Cards. 

8. immoral conduct or indecency on Company property. 

9. Possession of illegal weapons, explosives, or firewc/ks on Company property. 

10, Physical abuse of ofher employees on Compeny property. 

11. Reporting to work while under the influence of alcohol or Illegal drugs. 

Tha following offenses will result In a three-dey suspension from dutl^ with Immedlete dlscharpa upon a 
second offense. 

1. Gambling without written authorization. 

2. Careless or improper use of Company property. 

3. Steeping while on the job. ' 

4. Two days absence from work without notification to the Company. 

S.J-alluraJoxofhpiyjwlth-an^orderjDuLet^QlIg^ul^^^ • 

6. Violation of heklth. sanitation, or safety rules. , . • 

J. Threatening, intimidating, or coercing of employees on Company premises for any purpose at any time 
8. Posting, removing, or tampering with bulletin board notices without permission of the management. 

The following offenses will result In en orat weming for the first off ense« a written warning for the second 
offense, and suspension or diacherge for the third offense. 

1. Consts:ent unauthorized tardiness. 

2. Leaving the work station. • 

3. Unauthorized absence from job. 

4. Foul and/or abusive language on Company property. 

5. Inefficiency, incompetence or negligence in the performance of work related duties. 
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COMPANY RULES & REGULATIONS 
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BEST COPY AVAILABLE 



DRESS CODE 



HCAOQUAATEHS CCMPL2X: 

For infarmation regaratng Oress Code Policy in !he Head- 
quarters' Complex, see your Super/isor. 

STORES: 

1. A p pe fOTce Good aopearance begins with a ciean body. 
Hands and natis must be kept well groomed. Male employees 
must be dean shaven or have neatly trimmed mustache and/or 
beard. 

Z Hair-AU emfloyeee are required to keep thetr hatr ciaan and 
neat It must be restrained from falling over the face dunng 
normal work movements. Zmployeee In food proceeslng areas 
v/tth long hair must weer hair nets. Cutters and d^rkn in Meet 
Preparation Areas must wear "tiara hats" provided by the 
Company. Oell and Bakefyt personnel must wear head covers 
orovtded by the Company. 

3^. Unlform e All Company furnished uniforms must bt worn at all 
times when working and remain buttoned. ^ 

4. Pertonai Oreee i n order to fully complement our garm entsand 
project our total chain image to our customers, the following 
personal dress must be adhered to: 

• MaAee 

— Oress Shirt— A pastel colored dress shirt, preferably white. 
yello'.y. or blue snould be worn. (No dark colors such as 
brown cr black.) Solid colors are preferable: !ight prints or 
stripes are acceptat)le« Shirts must remain buttoned. 

—Tie— A tie to matcN srtirt and company furnished garment 
should be worn at all times. Recommended colors are blues, 
blacks. 

—Slacks— Any dress sUcks that match company furnished 
garment* 

—Shoes— Must be polished. For safety reasons, no sandals or 
sneakers may be worn. 

—Name Badge— Must be worn at ail times. 



• Femalee 

—Top— With either company furnished smock cr cot:bler. a 
tailored blouse with a collar should be worn. Solid pastel 
colors are preferred; i.e.. white, yellow or blue. Lignt pnnts 
^ or stnpes art acceptable. 

— Slacks/Skirts— Any dress slacks or skirts that malcn 
company furnished garment* 

—Shoes— For safety reasons, no open«toed shoes, sneakers, 
sandals, clogs or similar type footwear may be worn. 



—Name Badge— Must be worn at all times. 

for any Questions /ou mMy rtave rtg^rding tniormtUon m this ^ S 
bookt9t. S99 your Supervisor, or confacf /our Human Resource' 
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DRESS CODE 



Unit 8 - The New Worker 

Lesson 1 - Getting Ready fcr Your First Day on the Job. 
A« Introjduce ^he lesson and unit with the following statement. "You 
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1. "What information might you need before you come to work? Re- 

member our 6 friends from communication: who, what, when, v;here, 
why and how? They make up a complete information packet." 

a. "T-Tho dp you report to? Who is your boss?" 

b. "What do you have to bring with'you?" (Lunch, I.D., tools, etc.) 

c. "When should you get to work?" 

d. "Where do you" go?" 

e. "Why? You know why you are going to work, you want to earn seme 

money. So do a good jobl" 

f. "Hoj^ should you dress?" 

2. Continue with: "You may need to know some new words to help 
you understand the language of the work place. Let's take a 
look at some of these words and how tl^ey are used." Distribute 
the "Language at Work" handout, page 8-2-2 and 8-2-3. 

a. Have students complete Section I (A, 3, and C) 

b. Discuss tho£:e words and the concepts and rules they represent. 

c. Go on to Section II. Have students complete it and then di*?- 
cuss those words. 

"So you've got some advance instructions and you've learned some 
of the words of the workplace. You get up extra early, shower, 
eat breakfast and check your appearance, and you are off to your 
first day of w^rk! What will you need to find out right away?" 

1. "Your job description - what exactly do they expect of you?" 

2« "What are the company's rules and policies?" 

a. "What are rules and policies?" 

b. "What are some examples of them?" 

c. "How do yo^ find out about them?" 

1) '^Scme will be explained to you your very firsu day." 

2) "Some will be described in papers they give you. " 

a) "Be sure to read all the papers you get when you report 

to work. Your supervisor, or the personnel department 
is there to help you read them if they are difficult." 

b) "It will look much worse for you if you do something the 

papers say not to do or you don't do something they say 
to do, than it will if you ask for help reading and 
understanding them. In fact, you might get fired. So 
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ask, ask, ask." 

3) "You will have to leam about other rules by asking your 
boss or co-workers, and by watching other workers." 

d. "We'll discuss rules and policies further in a few minute?." 

3. You also need to find out about the people you work with and 
work for: your immediate supervisor, the manager or fore- 
1 man, and the personnel staff." Briefly discuss these titles 
and the job of the people who fill these positions. The dis- 
cussion should include: 

a* " Your immediate supervisor is the person to whom you report 
each day. She/he gives you your instructions and checks 
your work. This is the important person for you to identify 

right away. Your immediate supervisor may change as y^-u 
learn your jobv You may begin by working under the supervision 
of a regular worker. Once you learn your job, you may raport 
directly to the manager or foreman." 

b. "The manager is the person responsible for the operation of a 

department, or maybe the entire business. There can be de- 
partment managers, assistant mauiagers and store managers. 
They are all managers, but you probably will only deal di^ecLly 
with one of them. " 

c. "The foreman is a lot like a department manager, but you'll. 

, usually only find foreman in a factory, not in a store, reoU- 
aurant or office." 

d- "The personnel staff may be the person that interviewed and 

hired you. The personnel department is responsible for hlri^ig, 
firing, discrimination and other employee/employer concerns." 

e. "In a small' business , one person may fill all these positions. 

Ask questions and find cut." 



4. "Last, but not least, you'll need to find out about the fa- 
cilities: where is the bathroom, water fountain, cafeteria, 
soda machine, etc. These often get overlooked. The boss 
knows where they are and forgets that you don't; and you 
are so nervous and trying zo leam everything the boss tells 
you, you forget to ask, or maybe you are a little embarrassed. 
Try to remember to ask the boss to show you around before 
you start work. If that can't be done, wait until you are 
introduced to a co-worker or two, and ask one of them. Don't 
feel embarrassed, they were also once new workers." 




C. "Let's take a closer look at rules and policies." 

Note: ,If you use the audio tape (see #8 below) in this section, 

you can move quickly through numbers 1-7 as the tape reviews 
many of these points. If you do not use the tape, expand 
this section into a question and answer discussion rather 
than a lecture. 
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state: "The world of work has different rules from those at hems, 
in school, or on the street;,* The basic ideas are similar, but 
there are important differences," 

Ask: "Why are th^re rules? They are sometimes unpleasant to 
fellow, so* why do bosses make rules?" 

a« "They keep people safe," 

b, "They tell people how they should act at work and how to handle 

situations, so everyone knows what to expect from everyone 
else." 

c, "They help avoid or solve problems," 

d, "They help *the mauicigers ruin the company so the company makes a 
. profit, " 

e, "They help keep things equal among all workers," 

Continue: "Work rules fall into several categories. There are 
rules about: 

a, " Equipment and tools • how to take care of them so they stay 

in good shape; How, to use th<*m so you don't get hurt," 

b, " Safety - what special clothes to wear, fire prevention and 

warning signs," 

c, "Time -be on time, leave on time (not early), take your breaks 

for the time allowed, and don't waste time," 

d, " Work habits - do" your job carefully; do your job, don't gocf 

off; no eating, drinking, or sleeping on the job; stay in 
your work area, don't wamder around; dress neatly." 

e, " How you act - don't lose your temper, don't fight, don't lie, 

don't steal^ discuss problems with your supervisor right away. 

You may wish to distribute copies of rules and policies 
which are given to new workers. Samples from Mindon Coroe 
(Burger King) and Golub Corp, (Price Chopper - a large 
supermarket chain) are included with this lesson (see 
pages 8-1-4 through 8-1-7) , Explain to students that 
booklets with this information are given to new workers 
at these and many other companies. The new worker is 
expected' to read and understand these rules thoroughly. 
Have students read and discuss the 'handouts. You may 
wish to note that the corporation's official name, ajid the 
name the business is calleld are not always the same, Mindon 
Corp, is a franchise owner 6f some Burger King restaurants 
in New York; Burger King is the name of the national busi- 
ness, Golxib corporation is the official name of the com- 
pany that owns and operates Price Chopper stares, (This 
shows up in the Price Chopper material used as a handout 
in lesson 4, Golub corporation is mentioned on one page, 
Price Chopper on another,) After this discussion is com- 
pleted, continue with: 
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5. "These rules mav look like many rules you'll find m scnooi or 
at home, but there is one big difference. You want to .<ee? 
your i'ob, but unlike school or home the boss will quickly re- 
olace you if you don't fallow the rules. A note from your oar-^ 
ents or school excusing you from being late or absent ^pssn - 
count at work. Your boss doesn't want to see a note; sne/he 
wants you at work, on time, everyday. In the world of v;ork 
you can get fired very quickly." 

6. Add that: "There are some other changes from what you may be 
used to in rules and policies. These are: 

a. " If you kre sick or can't come to work, you must call in advance 

to tell your boss.. If you are stuck in bed or in the hospital, 
have someone else call. Be sure to call before you arc 
scheduled to be at work I" 

b. "Your davsoff may not be Saturday and Sunday, and you may 

work nights and not days. Your shift may vary. Your boss, 
not you, is in charge." 

"Vacations aren't like school. You get a few holidays off 
each year, but no 3 month summer vacation, or Winter anc 
Soring breaks. How much paid vacation does the 'iew worker 
alt? (Part-time usually has no paid-vacation, full-time has one 
week after a ^^ear of working.) You usually =an't even get 
permii?i3Jr.to til^e off time without pay I Your boss^hirsa i.ou 
to come to work everyday you are scheduled to work. 

7. "The comoany can tell you how they want you to act on the job, 

but 'can'.they say anything about how you act after ^o^J "^^r^. 
work?" Have the class discuss this. Be sure ^o point ou. t.iat 
although legally the company can't say anything ?^°^t their a^ter 
work activities, they can create problems ror themselves at woi.< 
if they get in trouble on their time off.. For exairpxb: i£ a 
worker is rowdy at night and a company customer spes him/her, 
s/he may tell the boss. That makes the company look bad and 
thev may decide to drop the worker to fix their image. Tell 
students' that when they enter the world of work, they have to 
watch their behavior more closely at all times. 

8. Continue with: "There are ouher types of company rules. These are 
not made by the boss; they are mad^ by the workers. They are 
called Customs, ahd while you won't be fired if you don t ^olloy/ 
them, vou may not make friends too quickly." Briefly discuss tne 
difference between rules and customs. Ask students how u..3y czn 
learn about a company's customs (the boss may not know thent) . The 
answer is by watching other workers care.tuHy and asking questions 
if they don't understand certain situations. 

a. "Now, let's listen to a tape about rules and customs." Play 

"Company Rules and Customs." " (World of Work I tape #10) . 

t 

b. After. the tape is completed, answer any questions students 
may have. 
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D. Questions and Answers. 

L. (Optional) If students are very interested in discussing rules and 
policies, you may wish to laave them divide into small groups and 
set up tneir own, legal, business. (Give them a* few choices; a 
movie theater, a factory^ a grocery store.) Have each group aey- 
elop a set of policies , rules , and customs that will make sure tnat 
their company runs smoothly and ef f icientlj^. Have them explain 
why they mada the decisions they made. 
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Unit 



Lessen 



Lesson Overviev 

Title : Expectations 

♦ 

Pxirpose: To help students identify their expectations o-^ their suroer- 
visor, enxd their supex*visor's exnectations of them. 



Squipment: None. 



A. 



K. 



Activities^ 

Defini-' 



Introduction 
tion 



B. What do you expect 
from your boss? 

C. I-That do'niost employer! 
expect from their 
workers? 

D. (Optional) In depth 
review of « selected 
expectations 

E. Absenteeism and Late- 
ness 

?. Employee Status and 
Boss ' expectations 

G. How to learn what 
your boss expects of 
you 

H. Another set oi expect- 
ations 

I. Conclusion 

J. Questions and Answers 



(Optional) As bpss/ 
what would you expect? 
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TiBMfe 

3 minutes 
10 minutes 
5 minutes 

5-15 minutes 

5 minutes 
5 minutes 
5 minutes 

15 minutes 

5 minutes 
2 minutes 
5-13 minutes 
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Resources/Materials 



Handout - "Absence and Lateness 
Rules" page 8-2-2 



Vudio tape - '•The First Few Days" 
(World of r^ork 1, taoe 1) 



Copies of the situation informa- 
tion for students. 
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ABSENCE AJID LATENESS RULES 



1) Stay home only when: 

— you are really sick, and it would hurt your health to cro* to work. 

— ycu are really s,ick, and it would hurt vour co-workers (or others) 
if you went to work. 

— mentally or emotionally, you feel so bad that you would interfere 
with co-workers doing their work. 

— mentally or emotionally, you feel so bad that vou wouldn't think 
aibout safety . 

— you MUST help in a family' emergency. 

2) Call the company right away . Tell them why you can't come to 
work. Be honest. • 

3) If you are out more than on^day, call eve^vdav. 

4) Save your sick time* for when you are really sick. 

5) Always leave for work a little early. It's better to be early than 
one minute late. 

6) Take your breaks, but don't leave early for thevx or qet back late 
from them. ^ ' ^ ' ' ^ 

7) If you have a special reason for beina absent, like a court date, 
doctor appointment, wedding or funeral make .nlans with your boss as 
soon as you know about it. 

8) Work isn't like school. A written excuse isn't what your sunervisor 
w&nts. Your supervisor expects you to be at work ! 
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Unit 8 - The New VJorker 

Lesson ,2 - Expectations - * 

Introduce the lesson as follows: '•There is one other important 
area you need to be aware of defbre you go to work/ That is, what 
do employers expect from their employees, eaxd what do you as an 
employee expect from your employer? Most expectations are fairly 
standard among employers, so it is good to know these before you 
go to any job. However, all jobs are different, as are all super- 
visors, so you must check these out with your boss on your first 
day*** ^ 

1. •'I^at does the word 'expectations* mean? Do you all knov; what 
the word 'expects? means? I^hen vour boss exoects vou to do some- 
thing; s/he is lookiiig for you" to behave in a certain way. 

•Expectations' is a short way of saying 'what, someone expects'*" 

2« "Expectations consist of two basic parts: your behavior (what 
you do) , and your attitud«5 (how you feel about what you do) * 
Your boss expects- certain behaviors and attitudes from you, and 
you expect certain behaviors and attitudes from himA^r, Let's 
take a look at these. *• 

B. Ask the students: *'t^at do you exoect from your boss?" B;ra£nstom 
a list and write it. on a flip chart. 

Note: Don't critique their coynments during the brainstorm. It's im- 
portant to list all of their expectations/ whether or not they 
are realistic. 

1. Encourage them to list all of their expectations. Prompt them 
with questions such as: 

- "Vfhat else do you expect your boss to aive you?" 

' - "How else do you expect your boss to act (treat you)?" 

- "What attitudes do you expect your boss to have?" 

2. The list should include: 

» * 

- To be paid - Honesty 

- ''afe working conditions -* To be disciplined if I break 

- Training necessary for me to the rules 

do my^^^^b - fringe benefits 

- To bS^Aold rules and policies - To be introduced to co-workjers 

- A cleaWjob description - Fairness 

- Feedback on how I am doing - Willingness to answer questions 

- Respect - Lunch and coffee breaks (for 



full-1:ime workers) 
3, Their list may also include nice, but unrealistic expectations: 



ErJc the rules 



- Friendship ^ * - Giving me a ride to work 

- Giving me a break when I break - Giving me large raises 

- Lonq vacations 

8-2-3 

Onn 



- Patience * • be understanding, esoec-^ 

- Let me dress 'as I want ially of my persona]^ orcble^C • 

- Not hassling me if I*m late ' ^ 
r/Let roe 'change my hours when 

I need to * 

4. After you get a complete list, tell the students that the class 
' is now to go over^ the list euid decide which expectations are 

realistic for mos^ bosses, some bosses, of very few bosses (un- 
realistic/*. You, may wish to mark them with an M, S, or and/or 
cross out unrealistic ones. 'VQu should note the evaluation of 
each expectation in som* visible way. 

^ a. Your input in this evaluation pr^cf^ss is important. Many 

V youths do not have a rftalistic picture of the "work environment 

.aiid so ^may not have realistic expectations , e.g.: > 

. - "The boss will^be my friend.'* . • ' * 

- "The boss will give me a break-." 

- "The boss will take as much ti-^e to teach ne as f need." 

b. You may wish' to comment that: "It woald be :iice, if the. boss t 
did these things. Perhaps they should do ^»lese things , .hov/- 
ever many bosses will not agr,ee to ^aet these expectatxonS 
and so, these are unrealistic."' Encourage class discussion 
during the evaluation process , but this is not a democratic 
process. The majority doesn*t j:ule, reality does. You, the 
instructor, set the reality 'standard in this. « ) 

5. Ask the clas.s: "How can you find out which of th'ese orxpectatidns 
your boss agrees with?" Discussion should include: / 

a. "Watching your boss interact with other workers and see how ^ • 

she/he treats them." ' ^ 

b. "Ask other workers what the boss and th'e company are like." 

\' 

c. "Read company, policies and guidelines. Listen to what "^omt 

boss telis^ you on your first day (or even in the interview) ^ 

about how ^the conpamy treats its workers." ^ h 

• « ^* ^ ^^^ 

d. "Don*t ask your' boss 'if. she/he agrees with your exoectations . 

At least, not for the 'first week or so. She/he doesn't vrant 
to hear about what' you expect from him/her until after you 
have proven yourself." 

6. Conclude this section by saying: "One key to all this is that 
your boss will meet your realistic expectations, only as long 

as you are meeting his/her expectations.^ (You get your paycheck 
only as long as you are doing a good job^) Let's take a look 

at what the employer's exoectations are." 

* r 

C. Ask the s trident s : '''^^at do you think most employers expect from ^ 
ttieir workers? 

^ ■ ' . 393,.- 




Again, encourage brainstoming and list all answers without 
critiquing. 



The list should include: 



Doing your job correctly 
Fbllowinc the rules 
No insubordination 
Willing to learn 
Being on time 
Show respect 
Be neat and clean 
No fighting or flirting 
with the boss/ or, co- 
workers or customers 
Don't criticise the companv 
Be loyal to the company 
Have a positive attitude 
Improve where you need to 



Ccooeration 
Honesty 

Taking initiative 
Following direcrions 
Be responsible 
Be dependable 
No druqs on the icb 
Come to work sober 
Don't bug the boss 
Ask questions when you 
are confused 
Accept criticism 
Regular attendance 



Ask the students to evaluate this list as they, did with the 
previous one. Also, discuss which of these may be difficult 
lo attain, which they feel ar^ unreasonable, and why a boss "nay 
expect these behaviors and attitudes from them. 

Point out: "Most of an employer '"s eaipectations fall under the 
categories of good work habits, and company rules and policies. 
Some may be customs (practices that have developed without 
ever being official company rules). These are jxist as important 
to learn and to follow. These nav include checking in with your 
boss each morning^ or filling out forms in a certain way your 
boss prefers. AltJ^qugh these may not be company rules, ^they 
are your boss' customs and you should do them (unless you think 
they are unreasonable or unfair).** 

Explain to them that they m\ist meet most of their suoervisor's 
expectations for tnem to" keep their job. To get a promorion the 
must exceed the minimum expectations, and do well on all of them 




(Optional) If lihe students are uncl'ear about or disagree with one 
or' two important points , you may wish to develop a discussion for 
these particular points "along the lines of the two examples below. 

^Following Directions. You can present the following situations 
*and questions to demonstrate the importance of following direc- 
tions, orders, or instructions. 

"Yovir father says:^ 'Don't stay out too late after the game. 
If 'Vou are not heme by 11 pm, you cannot go out agc.in for wvo 
weeks.' Why should you listen to him? 

"Your teacher savs: 'All oapers mus-t be turned in to me by 
Monday mpmj-ng,.* You will" lose one full grade for each day 
your paper is lalie.'^ ^Tiy should you listen?" 

."Your^bbss says: 'Carry this box to the ABC Company. Give 
it to Mr. Zapo. He is waiting for it.' 
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b. 
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Why s'hould you listen to your boss?" 

d, "Does something bad always happen if you don't follow instruc- 

tions?'' 

(Suggested answer) "Not necessarily, but it is fairly likely. 
Occasionally, ycu may think that there is a better way to do 
something; you may be right, but in most cases, when speci- 
fically alsked to do something in a certain ^ay, you should 
follow these directions, or ask the perso^ if your approach 
is acceptable c" 

e, "What should you do if you don't understand someone's in- 

structions?" 

(Suggested answer) •'Clearly xinderstanding the instructions 
is important in getting a job done properly. Both the sender 
of instructions and the receiver should not hesitate to dis- 
cuss instructions, especially if the task involves something 
where errors could cost a lot of time or money," 

2. Regular attendamce, 

a. Ha^pe the students take the role of the supervisor. Ask them 
why, as a boss, would it be iraportamt to them to have their' 
workers come to work as scheduled? 

If they can't answer that, prompt them with questions such as: 

- "Are there more employees at work than are needed to do the 

job?" (No. If there were extra employees, they would be 
laid off.) 

- "If one employee is absent, can another do, his own and the 

absent worker's jobs?" (No. Everyone has enough work to 
keep them busy all day.) 

- "Is everyone's job important to the company?" (Yes. Or they 

would be laid off,) 

c. The obvious conclusion you are building towards is that if 
someone is absent the compamy loses the benefit of their work 
and the company suffers. Since the boss is responsible to the 
company for seeing that all the required work is done, the boss 
has to make sure hia/her workers are at work nearly every day. 

d. After explaining the above conclusion, repeat the initial ques- 
tion or disagreement: "?7hy does your boss expect you to come 
to work regularly, or "I^y is it reasonable for your boss to 
expect and enforce regular attendance?" 



E. Since absenteeism and lateness are two of the major reasons why 
workers are fired, you may wish to review the following points. 
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Note: These are outlined on the "Absence amd LaTseness Rules'* hand- 
out, page 8-2*2 . you may wish to distribute this now and build 
the discussion around it, or discuss the information first and 
then distribute the handout as a review. 

1. "Stay ^ home under the following conditions: when you are honestly 
sick' and feel it would hurt your health or that Qf others if you 
reported to work; when your mental or emotional condition is 
such that you know that you could not contribute to the produc- 
tivity of the department and might endanger the safety of others; 
and when you have a family emergency and are urgently needed a't' 
home . " 

^ 2. "Notify the company at once of your decision to stay home. Tell 
them in a honest and straightforward way why you can't make it." 

3. '^If you stay home for more than a single day because of illness / 

It is wise to give the personnel office or your supervisor a 
daily repprt on your condition. Also, estimate when you will 
be able to return." 

4. ''Save your authorized sick-leave time, for real emergencies. Your 

employer will expect you to get to work on time/ leave on .time, 

and be on time after breaks and lunch." 

if 

5. "Always give yourself a little lead time when getting ready to 

report to work. It is better to be early i-han one minute late." 

6. "Take your allotted breaks/ but don't be abisent from your work 

station, longer than the specified time. When emergencies do 
comiB up and you must forego or delay a scheduled break, don't 
feel as if you have been cheated or that you need an extra long 
break to make up for it." 

7. "When you have special reasons for being absent feorawork/ such 
, as doctor appointments/ family weddings, funerals or court 

appearemces , work it out as far in adv3uice as possible with 
, your "supervisor and the personnel department." 

8. "Work isn't like school. Your boss expects you to be there 

everyday, especially when you are new. Try to schedule any 
appointments or family business for after work hours. Try to 
plan for emergencies so you won't have to miss work. (If your 
car breaks down, know^ which bus to catch. If your child or 
little brother gets sick, have someone else lined up to take 
care of them.) Don^'t miss workl" 

F. Continue the lesson with: "Your boss will^liold you accountable 

to all his/her expectations novmatter what your status as a worke^ 

Jj) Whether you are new to the comp^^ny,* or have seniori^ty; 
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2) W^hether 'you are part-time, full-time, temporary, or permanent 

3) Wh^l^er you have a great record or one filled with problems. 
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However, she/he nay* treat you diff erently , depending on your 
status, if you violate his/her expectations." 



"As a new worker on probation you may get one warning or no 
warnings before you are fired. You are new, you are on trial, 
and you, can be fired for even miner violations or mistakes. ^ 
That's what the term probation means. A worker with seniority 
is val^uable. to the company, they know their job well and are 
worth keeping. Your boss will probably talk with you and give 
you a few warnings. If you don't come around, you will event- 
ually be fired. " 

2, "A part-time or temporary worker is often more easily replaced 

than a full-time, permanent Employee. A boss m^y be a little 
more patient with a full-time, permanent employee than with a 
part-tLTie or temporary worker* No matter what, if you don t 
meet yotar boss' expectations fairly soon after your boss talxs 
to you, you'll be out the door." 

3. "If you have had a good record with the company, your boss wil}^ 

be more willing to accept your excuse if you goof up, but don v. 
let it haopen again I If you've had a bad record, thist goo^ may 
be your last. You probably won't get away with a warning, no 
matter what your excuse. Remember a job is different trom other 
places. The company is there to make money. If you don't help 
them wi-ththat, they can always find someone else. On the other 
hand, if you. do help them, they may give you a raise." 



Ask students: "As a new worker, how can you find out what your 
employer expects from you?" Be sure these points are covered: 

1. "Ask vour boss. She/he doesn't expect you to magically know 

what* is expected of you* You will be told some of these ex- 
pectations'", but ask about others." 

2. "Listen to your boss carefully. She/he won't want to repeat 

these things." 

3. "Ask other workers what the supervisor and the company expect 

from the workers. Be sure their answers apply to you. Not all 
workers have the s?jne rules to follow. " 

4. "Watch how your supervisor treats you and other workers. See 

what she/he expects." 

5. "Read the company's employee policy statements carefully. Many 

expectations are outlined there." 

6 "Read signs or posters talking about work behavior and ^attit :des. 
. If the company posted them, they expect these things from their 
workers . " 



. Add the following: "There's another set wf expectations many n 
workers have. They expect to start in right away at their 30b, 
especially if thev have done a simili».r job before or have been 



^ trained in this job. Sometimes your boss may have other plans for 
you. Let's listen to a tape about Malccm. He has just gotten a 
new job as a welder. 

Play the tape, "The First Few Days" (World of Work 1, tape 1) . 

Stop and discuss each question. Encourage the students to share 
cuiy" similar experience 'they have had. Ask them to put themselves 
in Maicom's shoes and then, in the employer's shoes. Ask them 
about how the older workers treat Maicom. (This is discussed 
further in the following lesson with the filmstrip "Hazing".) 

Expectations about mistakes are also discussed. The boss expects 
a new worker to make mistakes, but the mistakes shouldn'c be re- 
peated* 

I,, conclude the lesson with: . "Some of your supervisor's expectations 
of you will be spelled out in the rules and policy statement. Your 
boss will just assume that you know about other ones (such as being 
polite and cooperative). She/he may tell you some orally on your 
first dav, e.g. "I exnect all my workers to let me. know right a -^y 
when they have a problem or questions." It is your job to make . ''re 
you find out' everything that is expected of you. It is also your 
job to find out which of your expectations of your boss, she/he 
agrees^^with, " 



J. ^ "D03S anyone have any questions regarding what typical and reasonable 
expectations are?" 



K. (Ootional) If you feel students need more review on employer ex- 
pectations, or you want to take a break from lecturing, you , may 
wish to discuss one or more of the following situations. They can 
be used to explore students/ attitudes towards various employer 
expectations (and on-the-job attitudes in general) . The techniques 
of putting a youth in the supervisor's shoes is often very effectiva. 
You" may wish to copy these situations and distribute them to the 
students and have them role play, or yoL can read each situation and 
have students role play or discuss. 

1. Punctuality (being on time) : 

a. "Information: In order for a business to make a profit, it 
must turn out a given amount of work per week. That means 
each worker must do a fair share of work each day, hour and 
minute. He must report *to the job each day when the boss tells 
him to and take only the amount of time for breaks and lunch 
that the boss specifies."' 

" Situation : You own a drug store. Your two employees work from 
y:00 a.m. to, 5:00 p.m. They are allowed 30 minutes for lunch 
and two ten minute breaks (one in the morning, one in the^ 
afternoon). One of your workers, Tom, has a habit of coming 
to work at 9:15 a.m. and takes about ten minutes longer on each 
of his breaks. That is, he takes two twenty minute breaks a 
day, in addition to being 15 minutes late for work each morning 

_ 398 _. . 
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b. The extra time he's taking adds u? to about 3 hours away fron 
his post in the store each week. The result is that the new 
stock isn't getting out onto the shelves^ and customers are 
getting angry because they can't find what they need. They're 
also complaining that they^ have to wait around for someone to 
help them. You're also being ripped off, because there are no 
employees to watch your stock." 

c. " Problem : You are the boss. What would you do with a worker 
like Tom? Is it important to be on time at work? Why? " 

• ' * 

d. If the stude' ts fail to generate appropriate solutions, you can 
suggest the following measures: 

1) "Fire Tpm — replace Tom v;irh someone who is punctual." 

2) "Keep Tom overtime without pay to make up the time he missed." 

3) ''Dock Tom for minutes not worked." 

V 

4) "Talk with Tom and give him another chance. Fire him if he 
continues to follow the same pattern," 

' 2 . Following Directions ; 

a. " Infcnaation ; New employees operate under a lot of pressure, 
Remembering what to do, how to do it, and doing everything 
right, can be pretty tough." 

b. " Situation : Sue is a waitress in your restaurant. She sets the 

tables, takes orders, serves the food/ cleans up when people 
leave, and resets the table for the next customers. 

There are certain ways she is to do these things. When she 
sets the table she should be sure the silverware is clean and 
that there are the right number of pieces. Napkins, salt, 
pepper, and a clean ashtray should be on the table. When the 
customers sit down, she should bring them menus and a glass 
of water right away. 

She found it hard to keep up with thig when things got real 
busy, and took shortcuts. She didn't clean the ashtrays and 
only brought water when people asked for some. She didn't 
check the silverware carefully, and sometimes put dirty pieces 
on the table. " 

" Problem : Customers are starting to complain and you are 
^fraid your business may get a bad reputation. What should 
you do with Sue?" ' 

3. Taking Criticism Well : 

a. " Information : Criticism is not a personal attack, but is given 

to help people learn to dd a better job. The receiver of the 
, criticism often, feels attacked and sometimes snaps back." 

b. " Situation ; Bob is a new attendant at your busy self -serve gas 

station. It takes three workers moving fast to keep the oper- 
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ation running smoothly. 



Bob is slower than the other two workers and when things get 
backed up, they shout advice over to him encouraging him to 
speed up. Bob gets mad and yells back to them to mind their 
own business. He thinks they are haissling him because he is 
new. 

" Problem ; ' Your other workers are getting tired of Bob's anger 
and your customers are tired of all the yelling. What would 
you tell Bob? what would you tell the other workers?" 

" Suggested solution ; Instead of yelling back, Bob should ask for 
tips on improving his work when things aren't so busy. The other 
two workers should lay off Bob when it's real busy, "if Bob does- 
not straighten up and calm down, you'll have to fire him." 

You can develop other situations to illustrate the various 
expectations employers have of workers. 
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Unit 



/Tiesson J. 



Lesson Overviev 
Title: Dealing, with Co-Worker3 

Purpose: To introduce students to the need for getting along with their 
co-workers. To discuss potential problems and solutions. 

Equipment: PiLmstrip projector with audio tape player. 



Activities 

A. What problems might 
a new, young worker 
have with co-worjfers 



B . Hazing-f ilmstrip 

C. Your co-workers' ex- 
pectations 

D. Dealing with tension 
and getting feedback 

E. Fitting in well 

F. Questions and An- 
sv/ers 

G. Optional exercise 

H. Optional exercise 

I. Optional exercise 

Note: This lesson will 
run short of 45 
mins. unless you 
use one of the 
optional exercises 
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Tiae 

5 minutes 

10-15 minutes 

10 minutes 

8 minutes 

5 minutes 
2 minutes 

15-20 minutes 

5-10 minutes 
5-15 minutes 
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Resources/Materials 



Filmstrip and audio tape "Hazing" 
("Trouble at Work series 
filmstrip #1) 



Audio tape "My Mai*, Wy Creep" 
(world of Work 1^ tape 3) or 
"Too Much Talk." (World of Work 1, 
tape 4) 



Copies of the situations to hand- 
out. 
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Unit 8 - The New Worker^ 

Lesson 3 - Dealing. 'with Co-workers 

A. Introduce the lesson with: "There are many things you need to know 
about when you start a job. Another piece of important information 
is that the first few weeks or months will be the hardest, New^ 
workers, especially young people, face a certain kind of problem' 
with. their co-workers that older, more experienced workers don't," 
(If you played the tape "The First Few Days" yesterday^ refer to it 
in the following discussion.) Ask the students: 

1. "What kind of problem might a new, young worker have with co- 

workers? 

•* 

2 . Why? 

3. tfliat can you do about it?" 

Note: This is covered in more depth in Unit 9 Lesson 5, 




B, "One common type of problem i3 called 'hazing'. It's a form of 

testing or type of initiation into a company. You are new and the 
other workers want to see what you're like. It's also a way of mak- 
ing you 'pay your dues' or earn the right to work with them. You 
sometimes have to go through it to be accepted," ^ 

1. State that: "I'm cfoxng ta^shPw_you a filmrtrip about hazing. 
While you watch it, think about how yb~u might handle the hard times 
the young worker is going through." 

2. After the film strip is over, encourage a discussion. Ask: "Does 
this really happen; does 'the new guy get the coffee?" Ask them 
if they think new workers get called 'rookie' or 'new guy'. Ask^ 
them how they would handle it. You may suggest that the best way is 
to ride it out for awhile; they pay their dues and then they' 11 
be accepted. Tell them that the pressure usually lets up in a 
couple of weeks, 

3. Ask the students what they think . bosses think of hazing, ^ 
(It's a custom and they probably won't interfere as long as it does 
not upset the new worker. If it does, the boss will help calm 
things down.) 

4. Summarize with a reminder of problem solving styles: assertive, 
passive, and aggressive. Ask what might be the results when a 
new worker uses each style in a 'hazirlg' situation. Also, point 
out resources available to the new worker: the supervisor, per- 
sonnel department, a friendly co-worker, or the union represent- 
ative. Be sure to emphasize that not all workers go through 

y hazing. It depends on who co-worke^;s are and what they are like, 

5. (Optional) Discuss, possible situations, and have students role- 
play.s^ 
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Continue with: "We've discussed employer and employee expectations, 
what about co-workers? What do your co-workers expect from you, a 
new worker?" 

1. Brainstorm a list. ' (If students are bored with' brainstorming 

and writing a lot on the board, conduct this as a class discussion 
and* jot down comments you may wish to expand on.) 

2. Then ask: "How will co-workers let you know their expectations?" 
Discuss briefly: 

a. Non-verbal cues: "A frown lets you know they did something 
they didn't like, a smile says you're doing- okay," 

b. Worker's customs: "Watch what they expect from each other." 

c. Off-hand comments: "A co-worker will rarely sit a new worker 
down and orient them, but they may make a quick comment on how 
most people here do such and so." 

3. Ask students: "Why are these co-workers concerned about you and 
your behavior?" Tell the students to try to think about this 
from the co-workers perspective. The discussion should include: 

a. "In many cases their job performance is tied into yours," 

b. "If you do well,' it makes their job easier; if you make mistakes, 

they may have to correct them. " 

c. "They have developed a routine and customs that make them 

comfortable. They don't want you to change things." ^ , 



"You'll probably be nervous, make mistakes, and ask dumb questions. 
Everyone does when they are tense and trying to be accepted." 

1. Ask students hoy they. can deal with tension on the job. 

a. "Get enough rest and eat well so you are alert," 

b. "Find a friend at work so you can joke a little." 

c. "Take a walk on your break.", 

d. "Have fun after work*" 

e. "Find out how you are doing. Good feedback may help you calm 

down . " 

2, "How can you get feedback?" 

a. "Ask your boss! You'd be surprised how few people do that 
cuid how willing supervisors are to give feedback. That's 
part of their job. Don't ask them three times a day, or 
even everyday, but a couple of times the first week slnd once 
a week for awhile is fine. It opens communication with your 
supervisor and s/he can let you know when you start to develop 
bad habits, rather than waiting until these become a problem. 
They'll also say something good and that will help you calm 
down . " 
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b. . "Ask a friendly co-worker. Eat lunch or take a break with 

co-workers you like. Find one you can. trust, and ask hirn/ 
her for feedback." 

c. "Knowing how you are doing,- good or bad, is always better than 

not knowing . " 

"To do well on your job and get along with everyone, you have got 
to think before you speak or act. Did you ever notice how some peo- 
ple can fit into a new si±uation>. and ^o real well? It*s not magic. 
They get to know the people and learn the rules and customs. Then 
chey follow these rules. To find out 'about your new work setting, 
ask questions and watch your co-workers." 

. **Ask your co-workers for tips on how rcJ do your job better, and 
ask them questions you may have abput the company or the boss. 
Your co-workers ar^ not your boss,' so think about what they tell 
you. If it makes sense, but goes against what your boss told 
you, listen to your boss." 

"Ask your boss questions, especially if you are getting confusing 
messages. Not asking questions and making even one mistake looks 
dumber than asking ten questions a day and not making mistakes." 

"Watch your boss and your co-workers. See how they interact with 
egiph other. Try to pick up customs and personalities. Is some- 
one a loner; if so, give them the space they want. Does every- 
one avoid a certain person? There. may be a good reason, if she/ 
he is a troublemaker or'talker.^ How do people treat each other; 
are they friendly or formal, cooperative or competitive? As a 
new worker, find out how most people act and go with the flow. 
Later on, you can set your own style." 

••Try to see how long-time workers view things. You've got to under- 
stand them and learn their system; you are new, they're not. 
3e careful if they want to break the rules; they've been 
around awhile and if they get caught they may get a warning; 
you're new, you may get fired." 



Questions and Answers. 



(Optional) As a review, you may want to play "My Man, My Creep" 
(l;fqrld of Work 1, tape 3) or -'Too Much Talk" (World of Work 1, 
tape ^4). These tapes cover the common problematic situations 
which i^ew workers may encounter. The firi.t deals with co-workers 
.who- doiL!-t^ like_.the_company__.or-_±he. ^.up.ervj^ tg. pas^s _their___ 

negative ^tliitudes on to the new worker. The second discusses how 
to handle a <?o-worker who talks too much and gets a new worker into 
trouble by keeping her from her work. 

1. Play the 'tape* 

2. Discuss the situations on the tape. 
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3. Tie them in to the discussion in Lesson 2 Section F, as well as into 
the points discussed in this lesson. 

H. (Optional) Have students imagine that they are an older worker 
and have them discuss or role-play: 

1. Would they give a new worker a hard time (ha;2ing) ? Why? 

2. What serious advice would tMey give to a new worker? 

I. (Optional) Have students read the situations .which follow, or 
read them to the students. Have them role-play and/or discuss 
each one. They or you can add additional situations based upon ^ 
co-workers expectations. 

1. A bad work schedule : " ^ 

a. " Information : You work in a hospital as an aid. Ihe hospital 

is open 7 days a week, 24 hours a day. Mary is i new worker 

and she got stuck with a lousy schedule: Friday dnd Saturdays 
from 5 to midnight. ** / 

h. ' " Situation : tMary*s best friend is planning a big^ party for 
Saturday night. Mary had already requested two Saturday 
nights off last month and you had to cover them. Now she's 
going to ask for another night off and if she doesn't get it 
she'll call in sick. In either case, the super\risor will call 
you to cover the shift and you have already made plans." 

4 

c. " Problem : What will you tell Mary. How will you act toVards 
her if she takes Saturday night off? How will you act toward 
her if she decides to work Saturday night?" 

2. " Taking Criticism Well (This situation was also presented in the 
previous lesson.) : 

a. " Information : You work in a busy gas station. Bob is a new 
workeiT and he works slow. This makes you work harder; so you 
decide to talk to Bob." 

b. "Situation: When you try to give Bob some suggestions on how 
to work faster, he tells _you you're not his boss, and to lay 
off.." 

c. " Problem : Bob is still working slow and you have to work 
harder or look bad to the boss. How do you feel about Bob? 

.What-^.will-y-au^do?J?- . ^ - — — 

3. The New Guy Talks Too Much : 

a. "Information: You work in a bank. Fred has just started 
and you are supposed to show him his job." ^ 

b. "Situation: Fred is more interested in talking about sports, 
partying, and what a grouch the manager is. He is not learn- 
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b. ing his job and he's distracting you from your work. Fred is 
trying to be ccfbl. " • 

-c. '' Problem ; You are not going to look good if this keeps up. 
How do you feel about Fred? ;^hat will you do?" 

4. You can miike up additional situations from the list of co-workers* 
expectations (Section C) • * * 
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• ^ Unit ^ 

, Lesson ^ 

Lesson Overviev ' 

Title: A Closer Look at Benefits ^ 

Purpose: To be sure students understand the benefits comonly offer- 
ed by employers. To introduce the concept of deductions and 
that workers pay for many of these benefits. 



Equipment: Audio 'tape player, 



A. 
B. 
C. 
D. 

E • 
F. 

G. 
H. 



Activities 
Introduce lesson 
Brainstorm benefits 
Discuss benefits 
Vocabulary handout 



Company benfit polic- 
ies 

Tape on paycheck emd 
deductions 

Wrap-Up 

Questions and An- 
swers 
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Tine 

2 minutes 
5 minutes 
5 minutes 
8 minutes 

8 minutes 
15 minutes 

1 minute 
1 minute 



Resources/Materials 



Handout "Words About Benefits" 
page 8-4-2 

Handout - "Employees' Handbook" 
Excerpts, pages 8-4-3 and 8-4-4 
Audio tape- '•Money, Money, Money" 
(World of Work series 1,- tape 9) 
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Name 

WORDS ABOUT BENEFITS 



> < 

pirections: Your employer told you that tl;ie company offered the follow- 
ing benefits^ V<hat do each of them mean? Write the answer 
in the space next to 'each one. 

1. Ten Paid Sick Djiys Per Year: 

\ ' ^ 

2. Two Weeks Paid Vacation After One Year: 



3, Disability Coverage: 



4. A Pension Plan: 



5. Health Insurance: 



6. Hosoitalization Insurance: 



7. Major Medical Insurance: 



8. Retirement Benefits: 



9. Dental Insurance: 



10, Fully- Paid Dental* Insurance: 



11. Two days Annual Personal Leave: 



12. Eight Paid Holidays: ^ £ 



13 . Profit- Sharing : 



— T 



14 • Travel Allowance: 
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Taken from '•Employees* Handbook" 

Priced Chopper Supermarkets (The Golub Corporation)' 



Pa9# 1 



EMPLOYES BEHEFITS' 



□ 



VACATIONS 

Tha it)qit\ of yeur vacation wmI tt ctt<*m*r td :y *nt 
jmouf! cf onrnuoui itfv»ca you *a\t w»:n trt 
Cciioany. 

puunaii 

} S yttr itrvKt • t vacarcn 

2 ytan mtvic* • 2 vrft«i v»cat:9n 

f yttn itrvict * 3 -/v«t«i vacat-On 

i5 '^trt ttfytct • 4 wMM y£:2:toi 

vAirrTiiii 

1 y—r Mrvt«t « 1 vtcaiton 
SyMrtMfMCt • 2 wttM vtc«tton 

Vacationa ar<a not cu/mHttiv*. 

PIRSONAL DAYS tM $ICK TIMi vtrlvt wtIMn 
C«m9»iiy artat. ChMii »ni« y»«»r »u » nti<». 

HCUOAYS(Fw ^yiUma) 

Tht *o)lowinf saatc satd ^•1ttfay« art 9ntnt9 dy 
c^a Ccmcarsy To st afi^iclt. you rru^t ct tmeioytd 
:n»ny atvf. 

Naw Vai' f Day T,*»tnki5tvmg 

M#mofiai 3ay C>nfltmas 

l*'tct««noaf>ca Day 3innflay 

La:s*^Ciy 

»Tr.«f a art cartain arau of :na Cor eary wmcn r.ava a 
oilftftm icnatfuia.l 

HIALTH CCVtHAOI 

A o«4a* Co(««r9««<i GnMit HaaNh iMuraiKa Plan 



WhAT-Thacssiisinv 3fCv.C«> MC«P»TAUZArCN, 
5UaG;OAV.VAwO«M£r-ALC€Nr*tand 
VISION cavara;}^ *ct fTi:;ova«a an9 zntir 
Ctoanca'^t. 

COST— 7ht e9«"2an7 ca',$ :m at;;t«t son-on ot :»a 
cost Yaur irira iimfiacr Umiiy covtragai 
wHI Df» ctcuctta aacr. -mo^ your say 
cnacx, C^tcW amount wan ycur Suctrvtior 

WHIN-nJUTIMg: 

Y«u art ffit^iOta for xa Maotcal Plan (0 Ciyt 
friim vour ^sloyrnant caU. ano you ;Ran 
nava 3 1 oaye in ^»nicn to ngn uo. If you aitei 
to i9f tRa oiifi affof your afl^iMity ca:a. ycu 
must lu&mit lalttractory tvidaftca ;f in* 
fluraoility. 

PAHTTIIIt 

Yay art tii9:::«r3r:Ra.V«ci:it Plan 'S^cayi 
^!ron >:Lr iTjicvfrtn! ca(a anc ycu tr.an 
'navt2* csyiin ^nicnongnuo I'youaiac; 

:c :aha :*:a stan atttr your tti;>9ii<ty eata. ycu 

muit iu:mii'ti;.irac:sr/ avioanca cf ^n* 

surac'.Mv 

T^flHvmtP.^ftcurca Ctcarrrfntwtilcanta:** 
you wnanyc'j sfcamvttt^t&it fortna Plan. At 
tnat:i**a asoc<tt*^«*iltaltfl::7ycual:laln• 
«ng, in catati t^a cav«?4;a te wmcn you a:« 
tn:ttl«s 

S. Wa ctfir HaaHh Mtmtananc* Off anltatlana (ChP 
*n sfa Caottat Cii;r'C: a^o P^P >n Syracuiai aa an 
ai:af^ati«a to aur G*suc H^ait*" Iniuranct P*tn 



n5 



□ 
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UPf INSUNANCt 

WHAT— Tfia Cfiff ?arv OfOviCM a Ufa la$uf anca 
Paitcy to aacn ttr^ioyto. 

COST— Thtra it no coat to yoti. 

HOW MUCH'.Tha aniount ct f.a hti inau.-f 
tt baaa^ ueon your wat«^v 
Atit your S^oaoriaor now i 
nata. 

WHIN- You wtli automatically r9C9t^9 \t ^ 
Santfit 30 Caya attar your amcf&ymar.t 
Cata Attnattimayoumuatotaicnatta 
Saraliciary. 

olSAiitmr SKNKPrrs 

(Aa f mvtoytM Iaca«< TS S) 

WHAT— Thar somoany or*vi«aa tna banoftta 
an a aa(f««naura« baaia uA«tr tna NY 
Slato OlatMiity lonofrt Plan. 

COST— Tha coffloany i« aoif fntur«« and you 

pay onty trm amount ailo%vod oy atata 
law. Thia aoooarv u a 30c oaoucticn 
on your oayentOt 

HOW MUCH— You ar« paid a wot«ly banafti uo to 
50% cf your woa«hr aalary for tim^a loat 
bacouao of non m^n raiatM acctoonta 
or iilnaaaoo. up to 2S woou. 



CONOmONS 



anv <:onSfCutiva 32 waa« :ima 

StT'Cd 

C. vcu Tbit sa .: far a stnoa cf a; 
(aaat 'curccraacutivaoaya. 

0 Y:uT'«-itC!asafitatfoc:sf f siat»« 
mant varily'ng natura of »Mraa«, 

C. AnarCuahftcationRueaanfatao* 
liiAa<< covoraga will atart 'f om day 
onaii). 



NOTC: Aecictnta occur* 
ution a/a not cs 



'•junaarWcfxtft Ccmctfl- 
ftdurtcar tma flian. 



A. You muat navo ooon amotoyao for 
four conatcuttvo w«o«a. 

I. flonalita ara Patd ;or itckntit or 
acetdanta tnat occur su:tida oi 
w«nt, SoAofitrara oavaota 'or a 
.•naximum stnod of 1% wttkt ir. 



WOMKIHr COMMNSATION 

Wort ftlatad acc:don(B ara covtrod tnrougn Stata 
aporovod WorMra' Comoanaailon. Sh«ut« you hova a 
worn rtiatoo seeteoni. ycu muat rtoort tma immooiata- 
ty to your Suoorvtaor ao tnat :na nocaaaary forma may 
00 orocoaaod. 7h*f la Co antura tnat you do not nac 
loamg :nta bonofiC. 

junY otmr 

* If you rocoivo a auCDCana for jury duty, you will 
racanra ma dtfforonco batwoon your roguiar wag aa anc 
tho turn ra c ainad He lucn aarvlcaa. Tho Company deoa 
not aak that you work any oay tnat tna fury la in lataton 
antf y«u aro porttdpahng. ^ 

itJiiAViHCtrrPAV 

You aro augioia for 3 scntoutad Saya' lima off. with 
sav. for daatna in your immadiata tamitv Mamotr a of 
immadiata family ^nciuda^ motnar, .'atntr aoouaa 
brotnar. aisttf. cmid, '^otnar*in**aw. 'a:ntrMn*>aw, and 
grancmotat f gnnoJatnar tn,Oirg wim you. * 
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page 3 



EMPUOYEE BENEFITS (Continutd) 



Is. 



THE VfSW 

Thf Prict C?iopptr VIEW !S tht Corporite publica- 
tion, rniilf d :o tach tmploytt's aomt. it is publishtd 
rtgulariy ano contains chain information u wtll as 
ntws from individual *units. Wt tncouragt you to 
contribuityoundtas, suggtstions^quasttonsand unit 
ntws. , ^ . 

EDUCATION AID 

A. Tht Company offtrs 75S rtbatt o^n any approvtd 
colltgt coursa givtn at an acbrtdtttd scnool. 
WHO— Any tmploytt with two ytars' full-tlmt 

crsdittti strvict. 
HOW— Discuss y>uf plans with your Suotrvisor 

and tntn call tht Human Rtscurct Offict for 

dttails. 

8.. CO)<NEU HOME STUDY 
(FuH Tlmt ^ Part TImt) 

ThfCorntil Homt Study Program is tsptcially 
dtsigntd .'or ptopit working in tht suptrmarxtl- 
industry. It is prtstnttd by Comtll Univtrsity' 
wnich prcvidts you tnt mattrials to worK at homt 
at your own spttd. - ^ 
If you art ihttrtsttd in tnrolling. or should you 
dtsirt mort infdrrnation, pitast call tht Human 
Rtsourct Otpartmtnt. or sptak to your Suptrviscr. 

RETIREMENT BENEFIT * 

Tht Company has an fstablishtd Ptnsion Plan a| 

NO CO.ST to you. 



WHO— Any tmploytt who has complttto ont full year 
of ELIGIBLE strvict (minimum of 10C0 hours) 
and is ovtr twtnty-flvt ytars of agt ano undtr 

sixty. ' 

For dttaiis, asK to stt cur Ptnsion Plan BocKltt. 

ES8P 

YOU CAN BE A STOCK HOLDERI 

This Employtt Stock Bonus Plan Is a dtftrfcd 
comptnsation plan that provfdts rttirtmtnt incomt 
for participants and t'ltir btntficiants mainly in tht 
form of Company Stock. Tht Plan tatiblishts a trust, 
whost asstta, all of which art contributtd dy Tht 
Qolub Corporation, will b9 invtstto primarily in 
Company stock. Tht asst(s htid in trust art for tht 
txclusivt btntf it of participants and thtir btntficiaries. 

EUGIBILITY REQUIREMENTS: 

WHO— r uU and Part TImt tmpioytts who art at Itast 
25 ytars did and havt wcrktd l.COO hours or 
mort in tht prior caltndar ytar. 

LONGEVITY PROGRAM 

At rttirtmtni. an tmploytt wheat strvict with tht 
Company txcttds 30 ytars, shall qualify for rtctiving 
S1.000 for ^CH SUCCESSIVE YEAR worktd bt Snd 
30 ytars of fuU-timt strvict. This gift will bt awarutc 
ovtr a fivt ytar ptriod. 



rL 
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Unit 8 - The New Worker 

Lesson 4 - A Closer Look at Your Paycheck and Benefits 

Note^ Some of this information is covered in Unit 7, Lesson 4. If 
you covered it completely, reviev; Sections A, 'B, and C 
quickly. 

A. Begin* the lesson with: "You may remember :,hen we talked about 
{iecp.ding ^to take a job that was offered, we mentioned benefits* 
Let's take some time and review benefits which may be offered, 
and what these benefits are. Remember a part-time or temporary 
worker gets very few, or np benefits. An unskilled worker, even 
if full-time and permanent does not always get benefits. It may 

. , take you a few years to get a job with good benefits, but you 
should know about them." 



B. Have learners suggest benefits and list them on a flip chart. 
The list should include the following plus any others which 
seem appropriate: 

1. Tips. 

2. Uniform and tool allowances. 
-3. Paid holidays. 

4. Paid vacatio^is. ' 

5. Paid training or school tuition reimbursement. 

6. Life Insurance/Death Benefits. 

7. Retirement pensions (Old-age pensions that supplement Social 
Security. You may wish to review Social Security benefits.) 

8. Paid sick leave. 



9. Free or reduced meal rates. 

10. Discounts on company products (^g. ,G.E. employees get discounts 
on G.E. goods, airline and railroad employees get reduced rate 
transportation, stores often offer employee discounts, N.Y. 
Telephone offers reduced phone rate service to employees, etcJ 

. 11. Personal time. Some companies and government agencies permit an 
employee a number of days off with pay to be used however she/he 
wants . 

12. Company cars, sometimes free gas. 

Access to company owned properties such, as swimming ppols or 
summer .resort camps, (eg.. State University of New York at Albany 
has a Ccimp in the Adirondacks and a pool that students and staff 
can use.) 




14. Cut rate vacations and/or travel and/or entertaiiuaent . Some- 
times companies buy large blocks of tickets to sporting or 

other events and offer them at reduced rates to employees. 

The same sort of thing sometimes happens with vacation pack- 
ages or charter travel arrangements. (eg., G.E. offers this 
benefit), and sometimes the unions do the same, (eg., CSEA 
has travel programs) • 

15\ Free eye and hearing exams, free annual checkups. Health fac- 
ilities especially offer free annual checkups to employees. 
Some companies have a nurse or doctor on duty or available. 

16. Free cpunseling. Some companies offer this service to their 
employees. 

17. Medical/Dehtal/Disability Jnsurance. This is one of the most 
'important kinds of insurance available to the modern worker: 
Along with ma^or advances in health care, you might say that 
medical insurahce is one of the things that has contributed 
to longer lifespans in our time. The company usually pays 
most or all of the policy. The employee usually pays only 

a little of the co^t, if she/he pays any of it at all. If 
• your company doesn't^ of fer medical insurance, it's a good idea 
to take it cut on your own through a company like Blus Cross - 
Blue Shield or Metropolitan Insurance Company. Medical care 
is unbelievably expensive. Don't, depend on welfare to pay for 
your medical care. It doesn't cover everything by a long-shot. 

18. Dues for unions, professiohal or other associations may be paid. 

19. Free parking 3pace may be available (in a city like New York 
this is important) . 

20. Profit sharing, stock options, performance bonuses, or holiday 
(Christmas) bonuses . 



. After listing these f or while listing them, you should describe what they 
are, and discuss how these benefits impact on the worker. Explain: 
"Many benefits are like a pay raise, because they save the worker 
money, e.g. a paid holiday saves you from losing a day's pay when 
your company is closed for a holiday; and paid health insurance 
saves yoii the cost of the premium (define premium) each month. 
Some benefits mean a cut in your take home pay, because you have 
to pay for those benefits. These benefits are usually worth the 
cost and end up saving you money, as we'll hear on a tape I'm. ^ 
going to play for you. " 



. Continue: "Before I do that, let's review some important words 
about benefits. Your boss will expect you to know what these 
mean, and, may not explain them' to you." Distribute the handout, 
"Words About Benefits". 



1. Read the directions to the students. 

2. Have, them complete it as a clc,ss discussion or have them each 
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complete- it individually and then discuss. 

li^^^-^ - '-tile '^^^^^^ 
ihe lesson. It seems to fit best an the middle. 

E. Compani^- benefit policies 

1. Distribute the sample company benefit policy, page 8-4-3 and 
8-4-4. Have students review this and discuss. Explain that ^ 
this is part of a handbook given tp alJL new employees (they 
saw another part of it in lesson 1 of this unit) . State 

that much of this information is technical and can be con- 
fusing, so they should feel free to ask- qu^stibVis. 

2. After the discussion is completed, summarize with: "Before 
I play the tape about benefits and paychecks, does anyone 
have any questions about benefits?" Be sure to tell students: 

a. "Not all companies offer the same benefits." 

b. "All workers in a com.pany may not get the same benefits. 
Workers with senority', a higher level job, or special 
training often get more benefits than other workers. Part- 
time workers often get less than full-time workers^. So 
before you get mad, ask questions." 

c. "Benefits are also called 'fringe benefits* or sometimes, 
just ' fringes' . " \^ 

F. Introduce the tape Money, Money, Money (World of Work Series 1 

tape #9) with: "Now I'm going to play a tape ,/hich discusses the 
impact of benefits and_taxes on your paycheck." 

1. "It's payday and Arnie wakes ud early. Today's a great day 

to go to work, he's going to get his first paycheck. He ccmes 
in to work and looks around - no paychecks yet. He begins his 
job and watches all day.. ^Finally around 3:00 someone comes 
around with the pay. Arnie was told he would get $95.00 a 
week. His paycheck only reads §71.00 ($24.00 s.hort) . Did 
he get cheated? Let's li'sten to the tape*" (If you don't 
have this. tape, go on to the Inext lesson and have students . 
talk about the various deductions.) 

2. Play the tape and then discuss it. These questions may help 
prompt a discussion; ask the students: 

a. "How would you feel if you were the^one losing pay because 

of these deductions?" 

b. "Can deductions be avoided?" 

"Was it ^ir that Arnie got more money taken out of his check 
than his friend did?" 
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I ^ 

d, "Will your paycheck be the same every week if you always work 

the same hours?" 

e, "DO the medical benefits sound like a good deal, ^even though 

they cost money?" 

G. Conclude with: "Tomorrow we're going to take a closer look at 
your paycheck and what all those deductions are', " 



H'. Questi6ns « and Answers. 
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Unit 



Lession 



Lesson Overview 

Title; A Closer Look at Your Paycheck and Payroll Paperwork 

Purpose: To understand paychecks and deductions. To teach students 

how to read a paycheck stub, figure out overtime, understand 
taxes, and become aware of additional paperv/ork. 



Equipment: None. 



A. 



ERIC 



Activities 

Introduce and discuss 
deductions (optional 
arithmetic of pay- 
check stubs) 

Overtime 

Questions and Answers 

Pay periods 

Vocabulary review 



v^ere do taxes and 
Social Security de- 
ductions go? 

Paperwork- for the 
new worker 

Questions and Answers 

(Optional) Completing 
an Income Tax form. 



Tine 

15 .minutes 
(10-15 minutes) 



5-i5 minutes 
2 minutes 
5 minutes 
10 minutes 

5 minutes 
5-15 minutes 



15- 



2 minutes 
25 minutes 
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Resources/Materials 

Handout "Paycheck Stubs" page 8-5 
(Handout "Computer Goofs" page 
8-5-3) 



Handout "Words About Pay," page 
8-5-4, and "Pay Procedures * 
Sample, page 8-5-5 , 



Handout W-4 form, page 8-5-6 
throuch 8-5-9 
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S'AMPLE PAYCHECK. STUBS RFf?T COPY AVAILABLE 







NO 




OTMIA TAK 




flO.lMCOMC TAX 


TOTAL CAANINGI 






























YCAR.T0»0AT6 



OTHiR DCDUCTIONS 








(1) K.v/OIM. 


(2) 


131 

M 


(41 


Ifl 






II) - 


i7) 








191 


110) 




















1 


t 

i 


i 


« 

1 


i 


1 




r 




















O.T 




CAOM 


110. IM. 






litT PAY 


t 




HOUNS 




1 


' EARN 


INGS 


TAXES 




« 



MIOON RUTAUItAHT COR^ 
UATHAM« NEW YCRK 



STATCMCNT CF EARNINGS ANO DEDUCTIONS 
DETACH ANO'RETAIN FOR YOUR RECORD 



Chopper. 







5M}SS f AV 




^ICA 


ftiitir 




GOvt 


1 


111! 1 . i 1 






i 



>^ 110 M vol ASSlU 1 



•CMP tJt««CS . V«C CKHwU ItHlh— 1 



I 



i 



NET 



i 1 M 



I 



EARNINGS STATEMENT " 
\/» ID * 



THIS IS NOT 
A CHECK 

tVftOYf E'S 5IAT{W|Nr Cf SAIARY ANO OlSUaiCNS 



STATE OF NEW YORK 

COEMPPGIQI 



N0.327838G3 

B-32783663 



T 1 

01170 09!09«l 


810 


943 


88 


4037 


5026je 


904)68 


30liS6 i 316 \6A 


1 . . r , 1*^ NO :«tt I L»Nf NO 1 SCCAi «eCU«»T> SO 


vio caoJS Salabv I yJO hccal tax 




SA<| AAr llCCAT^C^4 »Av| SHifrotF^ t '^JCCNV PAY ( C£CG O'ff j -M.^ .If VI |«»fv -> >S CV!»»W i GwCSS^AY \ 



7540100 



7500 



1 1 










52 


26 


1 17| 


40 






18 I27I 




•ONOS 




'{C(»At TAX 


SUfr!«| STAtfTAX 


CITY fx 


CTY TAX 


sec 5K 'AX 


^» v<A Nrf*.ANC!l N u 


M» C3 










NET OAY 


i 1 










i 

1 


»— 

i 

J — L 


Pend, 8i7Q 


182 !01 
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Tom Jackson 
63 Main Street 
|_Newtownv. New York 10407 _| 

C5TACH UfCH CASh'NO ANO ^JITAJN AS iVsDCNCi Of 

YOU* ^ AIA3Y :i:uc-iCNS 

I'.mVARD V. KHG AN. M A I h COMP I ROI.l.hR 
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Computer Goofs 

•4' 



Rate 


Reg Hrs. 


O.T,. Hrs. jReg. j O.T. 


Gross Pay 


.3.50 


40 


, 4 '140.00' 21.00 

1 i 


161.00 



Total Dec 
48.01 



Net Pay 
102.99 



16.16 



FT^a 10.50 



1 



T30 



other Deductions 



1. N.Y.Dis. $1.50 2. Health Ins, $25.30 



Hours 



3, Uniforms $10.00 



Earnings 



Taxes 



Reg>. 


O.T. 


Rate 


Reg. 


O.T. . 


FIT • 


Soc. Sec. 


Other 


25 


6 


4.00 


120 


30' 


20.10 


9.00 


8.75 


Total Deductions 

1 


Gross Pay 


Net Pay 


j 74.65 


150.00 


75-35 



Earnings : 



Rate 


Hours Reg. 


Hours O.T. 


Reg. 


O.T. 


Gross 


Net 


,4.00 


40 


10 


160 


60 


220 


165.65 j 



Deductions : 



FIT 

t 


SIT 


FICA 


Dis 


Ins 


Dues 


Total . 


j 21.00 


8.75 


12.20 


1.50 


5.00 


20.00 


68.45 
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Name 



WORDS ABOUT PAY 



Directions: 



1. Pay pe 



You may hear your boss use these words when talking about 
your paycheck"! \«iat do they mean? Write the answer in the 
blank space next to each word or term. 

riodf 



Gross: 



Overtime: 



4. Net J 



5. Regular time: 



G. Deductions: 



7. FICA: 



S. Time and a-half : 



3. Double time: 



10. Pavcheck Stxib: 



11. Year to date total: 



12. FIT: 



13. SIT: 
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TAKEN FROM- •'EMPLOYEE HAInDBOOK" 
PRICE CEOPPER SUPERi.lARKETS - GOLUB CORPORATICls 



TIME STATUS AriD WHAT IT MEAHS 



TS 1 s rull-^ 
TS 2 s ruJ-" 
T5 3 s ran- 
!6ss : 



irr.t. -to hours i wttK. 
ime. 30 to hours i wttK. 
':mt 3cuctnt'(Colltgt), 
:an 20 hcurs a wttK. 



_ri 



TIME CARDS 
In orctr tc rtctivt tht simount of piy f icn *^ttK to 

^hicn you art 9nt;t!ta. you must compittt your TIME 
CARD ^acn cay you work. 

You will havt a ntw timt cara tacn wt«k. You must 
puncn In wntn going to work, puncn out wntn ttaving. 
anc again for mtais. Cn your last worKing cay you 
must total uo :nt nours you navt worKta f3r tnt wetK 
ana sign your namt on tnt Dottom of tnt cara. No ont 
can o'jncn scmtone tist's cara. if you puncn ont tntr/ 
ovtr inctntr. nav« your Suptrvisor corrtc: anc initial 
tnt entry. 

FREMIUM PAY 

Prtmiura cay 'S givtn to hourly emoioytts for 
wcrK.rg cttwttn 'nt ntgnt hours of 12:00 AM anc 6 AM. 

PAY REVIEW 

Your salary wnl bt rtvitwfd automatically ay your 
suptrvisor on tnt annivtrsary of your nirt, or tnt 
annivtrsary of tnt aatt on which you wtrt sromottd. 
Your ptrtormanct will Dt discussta with you on an 
ongoing casts, tn aaaltlcn. total c^orporatt wagt scalts 
will bt rtvitwta annually, and if applicablt, aaiustmtnts 
will bt mact. 

YOUR PAYCHECX 

You will rtctivt a paycntck on Frtcay for tht 
orevious wttK s ncurs. {Stort tmpioytts art paid by 
Sc.-ict C^tcK— casnaolt only at tht stsrt.j Attacncc to 
/Cur paycntCK wn! bt a stuo. to kttp. rtcorcmg tnt up 
to aatt recorc of your tarnings ana ctauction^. 

OEOUCTICNS REQUIREO BY LAW 

1. rtatrat Soc:al Stcunty 

2. rtotral Incomt Tax 

3. Statt Btsicent Incomt Tax \ 



T3 4 » Part-Timt, (Gtntral) Itss than 30 hcurs a wtt<< 
TS 3 « Part-Timt Sluatnt (HIgn School), 

Itss man 30 hours a wttK. 
TS i 3 Ttmccrary imploytt. 

OEOUCTIONS AUTHORIZSO BY 
THBtMPLOYEE 
You may taKt advantagt of otntr ctcuctions oro- 
vidta by tnt Company at ctrtain^timti ot tnt ytar. 

ChrlttfliM Savings 

Btginning in Novtmotr. any amount you wouic likt 
dtductta may :t taKtn out. If you sign up for a full fifty 
wttKs. you will rtctivt an^aditional amount acual to 
two wttKS at tnt amount ctouctta. Bonus prizes will 
also ot offtrta. 

Vacation Savings 
Works tnt samt as Christmas, but btgms i.'^. Aoril. 

Qovtmmtnt Sonds 

Wttkly ctcuc::ons art autnonzta by tnt tmoicytt 
towarcs tnt purc.tast of Govtrnmtnt Soncs of various 
sptctftto ctnominations. 

UnIM Way 

Can bt ctouctta for any amount tht amc;oytt 
wisnts. ana •vtM ot givtn>to tht county ^ntrt tnt 
tmptoytt worKS. 

THE.RE ARE OTHE.=l VOLUNTARY CEDUCT'GNS. 
ASK YQUR SUPE.RV1S0R WHICH ONES YCU ARE 
ELIGIBLE TO TAKE 

OVERTIME PAY \ 
WHO— any nouriy tmoicytt will rtctivt ttms ana cnt 
naif .**.is cast rata of pay for ail ncurs wofKta in 
txctss of ^ in any givtn wttK. 
any nourty tmoioy tt wcrKing Suncays cr noli- 
days, rtgarcltss of tht hours worxtc curing 
tht WttK. will rtctivt timf. anc a naif his oast 
ratt of pay. 
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Ctpartmtnt of tt)« Trtctury— 4nltrn«l Rtv«nut S«rv.tai' 

Employea's Vyilhholding Allowance Certificate 



frinryoor tuil ninn > 



I Youf soctai stcuritT numbtf > 



/Iddftss (tnc{tfdin< ZIP codt^ > 



Marital sutut: Singit □ Mamtd □ Married, but withhold at hightr Singlt rata 

Nott! If maff^td. but /tfa/ly stca/attd. or scoust is ^ nonrtstdtnt a>*>n chtclt ?^c stng/g b?oCK 



1 Total numbtf of allowancts you art claiming (from lint F of tht workshttt on pagt 2) 

2 Additional amount if any, you want dtducttd from tach pay (if your tmploytr agrtts) 

3 I claim txtmption from withholding btcauM (stt Instructions and check boxtn bttow that apply): 
i n^ist year I did not owt any Ftdtral income tax and had a mnt to a lull rtfund of ALL mcomt tix withheld, ANO 
b □ Tha year I do not uptct'tt o«pt any Fe^al income tax and txptct to have a ngm to a lull refund of ALL income tax withheld, if both 

a and b apply, tnttr •tXD4rr here ► 

c If you enttftd "EXEMPT" on lint 3b. art you a fulMlmt student? . / □ G 

Undtr th« MnciiiM p«nunr. t ctfttfy that I WW •fititivt t« th« numMr •! wiihn^ietng «il«wMc«e ct«im«d vn thi« ctntftcttv, or if claiming txtmcttm 
fr»m «vtihh«ieinc that I am •ntilled (• cUim tlie ajiemnt •utut. | 
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Cmpioytf s Mm* ant tcdrtif (Induting 21P c«t«) (TOt UinOTU'S USI ONIT) 



Xmplvyer M«nii/leati«n num««f 



D«tach al«ng this Wrm • 



A G/ve (he top part of this form to your employer, keep the lower part for your records and mformatlon A 



Purpose 

The law reouires that yoo compltte Fonn W-4 so 
ttiat ycur emoioyer can withhold Ttdtral incomt tu 
from your pay. Your Form VM will remain in affect 
until you chann it, or. if you tnttred "EXE.MfT* on 
line 3b aoovt, until Apnl 30 of ntxt year. By cUim* 
Ing tht number of withholding allowancn you art 
entitled t9.,you cin Tit tht amount of tu withhtld 
from your wages to yourtsltmated tax liability. 

Introduction 

If you |ot a large rtfund hst ytir. ycu may bt 
havine :oc mucn tsx withheld. If so. you may want to 
increase tht numotr of your ailowar^es by claiming 
any other allowances you art tntitltd to on line 1 of 
Form iV-4. The kinds of allowances, and how to fig- 
ure them, are explained \n de^aii in the ltne*by-line 
instructions below. 

If yoj owed a larp amount of tax last year, you 
may not be having enough tax withheld. If so. you 
un clam fewer allowances on line I, or ask that an 
eddit'onal amount be withheld on line 2. or both. 

If :he number of withholdinf allowances that you 
are ent:t!ed to dK;easis. yoj must file a new Form 
W-4 with your employer within 10 days from tht 
date of the chanfe. 

jf//ou qualify, you can claim exemption from 
withhoidfnf «on line 3b of Form W-l. 

The line<by*line instr'jc::ons below explain hdw 
to fill in Form W^. Publication 505. Tax Withhold- 
inf and £st:nr.ited Tax. ccntai.is mere informaticn 
on withhoidinf. You can get it from any Internal 
Xivenue Service orfi'?. 

For more intormation about who qualiries as your 
desendert. what dsdjctions you can take, and what 
tax crecits you Quahfy fcr. see the Form 10^0 In- 
structions or call any Internal Revenue Service 
crfice. ' 

Line-By-Llne Instructions 

Fill m the identifymf information at the top of 
the fern:. If ycu are marriid and want tax withheld 
at the regular rate for married persons, check the 
"Married ' box. If you are .-named and want tax with- 
held at the higher Single rate (because both you 
and your spouse work, for example), check tfw box 
^Married, but wit.ihold at higher Single rate.*' 

Lint 1 of Form W-4 

Total number of alljwancts.-^se the 
Worksheet on page 2 to figure all of your 
allowances. Eaph kind of allowance you 
may claim is explained below and is idtn* 
tifitd by tht Ittter that corrtsponds to the 
lint for that allowance on tht Workshttt 

A. Ftrsonal allowancts. — You can claim 
tht following ptrsonal allowancts: 



e 1 for yourstlf. 

• 1 if you art 65 or oldtr, snd 

e 1 If you art blind. 

If you art marritd tnd your spoust 
tittitr dots not work or is not claiming his 
of her allowances on a stparatt Form W-4, 
you may also clatm tht following allow* 
ancts: 

e 1 for your spcust. 

e 1 if your spoust is 65 or oldtr, and 

e 1 if your spoust is blind. 

If you art singIt and hold mora then ont 
iob. you may not claim tht stmt allow* 
ancts with mora than ont tmploytr.at tht 
umt timt. If you art marritd and both 
you and your spoust art tmpioytd. you 
mav not both claim tht samt allowancts 
with both of your tmploytrs at tht samt 
timt. 

Enttr your total ptrsonal allowancts on 
lint A of tht Workshttt 

N«tts Ta hava tha hfc^tst •rrfuni of tax ^Hfh 
hare, c/aim "0'* ptrfnai »tfw»nc9§ an lina 1. 

B. Sptcial wHhholdinff allowance.— > 
You can claim tht sptcial withhotdsng al* 
lowanct only if you art singit and havt ont 
job or you art marritd. havt ont job, and 
your spoust does not work. 

If you can claim tht special withholding 
aliowanct, tnter on lint B of tht Work* 
shttt «^ 

Natat Uta lha §09<l»l wt'thhaW/nf »ll0w»nc» 
amy ta ffeura.yautr mthhol^m^ itx. pa nac claim 
it wntn yay fti% your la^ nturiu 

C. Allowancts for dtptndtnts. — ^You 
may claim ont aliowanct for tach depend* 
tnt you v/ill bt abit to claim on your Fed- 
eral income tax return. Enter on line C of 
the Worksheet tht total number of allow* 
ances you can claim for dependents* 

D. Allowances for tstimattd tax crtd* 
Its. — If you expect to be able to take the 
earned income credit, credit for child and 
deoendent cart txptnsts. crtdit for tht 
tldtrly, or rtsidtntial tntrgy crtdit^ thtst 
credits may lowtr your tax. to avoid having 
too much withhtld, you may claim txtra 
allowancts for thtst tax crtdits on lint D 
of tht Workshttt. 

To enter the proper figure on line 0 of 
the Worksheet, you will have to use the 
"Tax Credit Table for Figuring Your With* 
holding Allowances" on the top of page 2. 

Nait: Oa nat cfa^m alfawancat far yaur •»rt\9^ 
Infm* cr%4it It y*l ara /tctivtng a4¥»nC9 0»f 
m§nt a/ it 



E. Allowances for estimated itemized dt- 
ductlons and alimony.- If you expect to 
itemize your deductions or pay alimony 
during the year (or both), you may want to 
claim additional withholding allowances so 
you will have less tax withheld. 

Set Schtdult A (Form 1040) to find out 
what dtductions you can takt and to tsti* 
matt tht amount of your ceouctions. 

Naiac If you ara ptyinf Mitrrfny but v*i.* nat 
fttmixa dtauctjant. tnttr your ttdmatt aii* 
mony M/mtntt tor ?ht yttr on lintt CI and C3 
ftntar "9" an Kna C2:. Oivida (At amount on Itna 
C3 ay St. COO. and tn(«r rht ftioit on rin« £4 0/ 
lha Wariiinttr. ffound'Off any /racdan (a ma 
ntartat yftnmf numotr. 

Line 2 of Form W-4 

Additional amount if any. you want dt- 
ducted from each pay.— if you art not 
having tnough tax withheld from your pay, 
you may asK your employer to withhold 
more by filling in an additional amount on 
line 2. 

Often, married couples, both of whom 
art working, and singIt persons with two 
or more jobs, will need to have additional 
tax withheld. 

Estimate the amount by which you will 
be underwithheld and divide that arrount 
by tht numotr of pay periods in the year. 
Enter the additional amount you want with* 
held each pay period on line 2. 

Une 3 of Form W-4 

Exemption from withholding. — ^"/ou can 
claim exemption from withholding only if 
last year you did not owe any Federal in- 
come tax and had a rignt to a refund of all 
income tax withheld, and this year you Co 
not expect to owe any Federal incomt tax 
and expect to have a right to a refund of all 
income tax witrihiid. 

If you Gualify checit boxes 3a and b. 
write "EXEMPT** on Ime 3b and answer 
Yes or No to the question on lint 3c. 

If you want to claim txtmption from 
withholding ntxt ytar. you must filt a ntw 
Form W-4 with your tmploytr on or before 
Apnl 30 of next year. If you are not having 
Federal income tax withheld this year, but 
expect to have a tax liability next year, the 
law requires you to give your employer a 
new Form W-4 by DKember 1. 

If you are covered by the Federal Insur- 
ance Contributions Act. your employer 
must withheld social security tax from your 
pay. 
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form V/^ (Ktv. :0-79) 
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Tax Credit Table for Figurini; Your Withholding Allowances— See Example Belo.y 

' ' 3 \ 4 I 5 r 



1 



I 



I 



stima*.td 
ularws ^nd 
wacts from 
•II sourcts: 



If the amount of estimated tax credits is: 



Under 



M But kss 
Uiit than 

Sinigie Employees 



At Sutuu 
Uist than 



At But Itsi 
Itast thMi 



At But [cu 
Inst thin 



At But less At Mltu 
least thao leist than. 



Under SS.OCO 
5.0CO-15.C0O 
15.00 1-25. COO 
25.001-35 COO 



No additional allowance 


500 7C0 


Too ~'906*' 




250 


250 . .500 




350 


350^ -700 


' 7CO.*1.00Q 


r.COO'ormor* 




550 


550 * ' 950 


' 950 or mof? 





900 or mort 



Head of Household Employees 



Under S5.CC0 1 No'addKionaJ allowanciM' 



5.C0O-20.0C0 
20.001-35.000 ! 
35 001-45 000! 



150 
1 

450 



150 

r 

450 



4C0 

zocr 

850 



jV^i>:iH ^ Married Employees (When Spouse is Not Employed) 



4C0 . .650' 1 


''"*'650' 966" 
650 l.COO. 


960'or mor»'" 
1,000 or more 






• 300. 630 
850 or mere 




_ — 



Uncer SS XO 

8.CCO-;5.CC0C 
15.C01-25.CC0 
25.OOl-35.CC0 
35 001-45 ceo 


No addltio 
2C0 
250 
3C0 
€50 


nal aliovvanccs 

200 350 
250 500 
3C0 650 
- 650 1.050 


350 500 
. 5C0 7C0 

6S0 950 
1.050 ormotft- 


500 700 
700 950 . 
950 or mora 


, "760* "ado* 

950 or mere 


800 950- 


S50 or .Tivire 








J' Married Employees (When Both Spouses are Employed) 


Under S8 CCO 
3.000-15 COO 
15.001-25 COO 


No additionaratlowanc«< 










1 .75 

1 X.. 


250 
550 


250 400 
550 800 


400 450 
300 950 


450 crmorc 
950 ormoft 





Eumpit: A tixpsyr Mho exoects Co /i/e s F^aarMl income tax return as a singft person estimates annuaf waives of 5I2.0C0 and tax 
credits of $650. T'le UxOsytr uses Part t for sing/t employees. The $12,000 fMtts m the wa|« bracket of SS.CCO to 515.CC0 
tn tr.e /eft column, /heading in t/)e shaded area to tfit nffit. ^650 fa//s withm tftt estimates tax credits bracket of At feast 
5t)0 But less tn^n 7C0, Looking to the top of tfie coiumn, the t^xpsy^r fmds that 2 a/fowances are permitted. The taxpayer 

^ enters "2*' on hnt 0 of the Worksheet be/ovy. ' ; 

Worksheet to Figure Your Withholding Allowances to be Entered on Line 1 of Form W-4 

(Letters on this worksheet are keyed to the Ittttrs in the J/ne-by-Jine /nstructions on page 1) 



instructions on page 1) < 



Personal allowances 'V • • • • 

Special withnoiding allowance (not to exceed 1 allowanci 

C Allowances for ^dependents r T • . 

D Allowances for estimated tax credits (from Tax Credit Tablt for Figunng Your Withholding Allowances, above); 

1 Find ycur filing status under Part I, ll« III, or IV of the table. ' 

2 Under your filing status, find your estimated salaries and wages in the left colli mn. 

3 Read the shaded amounts across to the nght until you get to the amount of your estimated Ux credits. 

4 At t^^e top of that column is the number of allowances you may take for your estimated tax credits. Enter the 
number of allowances , ^ 

C Allowances for estimated itemized deductions and alimony: 

1 Enter the amount of your estimated itemized deductions, including alimony paymchts, 
for the year ^ 

2 Ftnd /cur total estimated salaries and wages amount in tl;*« left column of'the table be- 
low. Re<Jd across to the right and enter tne amount from the column that aoplies to you. 
Enter that amount here (if claiming only alimony payments on line El, enter *'0'* on line 

*'E2) ^ 



► 


A 


► 


8 


► 


C 















Estimated salaries 
and waces from 
ail sources: 



Under S 10.000 
10.C0O-30.CO0 
3G,CCl-4G.CCG 

Over S40.C0O; 



Sin lie 

Employees 
(only one (Ob) 



Mam'ed Cmptoyets 
(one spouse irking 
and one job only) 



Employees with more than 
one job or Mimed Cmplo/ees 
With both spouses working 



. . 52.SC0 $3,900 $4,000 

. . 2.800 3.900 5.J00 

. . 3.:00 3.900 «.000 

j 15% of estimated j 13% of estimated 123% of estimated 

i salaries and waies * M salaries and wajes * * * ' I salaiies and wafes 

3 Subtract line E2 !;om line El % . . ^ 

4 D'vtde tf e amount on Ime E3 by $1,000 (round off fractions to the nearest whole number). Enter here . 
Total (3dd lines A through Enter total here and on line \ of Form W-4 



m 



► 



Privacy Act of 1974 

The in*e"^3i Revenue Code requires em- 
loyees to * 11 out and cive their employers 
Signed i^<»tHhoid»ng allowance certificate 
that srows the numt:er of withholding 
allowances an empio/ee claims (section 
3402(f aZ)cA* and its regulations), you are 
also required to c*^e your social security 
^ 'or proper identification and orcc* 



ERIC 



essing (section 6109 and its regulations). 

If you do not fill out a withholding a:* 
lowance certificate, you will be treated as 
a Single person who clatms no withhold- 
ing allowances (sections 3402(1) snd 
3401(e)). 

The mam use of this information is to 
carry out the internal evenue laws of the 
United States. Routine uses of the infor* 
mation include giving it to the Department 



of Justice if they need (t m connection a th 
civil or criminal litigation, and to the States 
and District of Cotumdia for use in aamin* 
istenng their tax laws. 

At the time this fornri was printed, regu* 
!at:ons were proposed wbtch would require 
employers tn send the IRS ccptes cf cer« 
tam Forms W-4. 



8 
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IT.2l04v7,79) 

Ntw Y oik Stale Oaoartmtnt 
•f Taiatlofl FlnMca 



New York StctV and City of New York 
Employee's Withholding Exemption Certificate 



EMPLOYEE • You must fiU o Ntw York .c«rtificot« if any ona of tht following apply. 

1) You cloimtd withholding ollowoncti for any Ftj«f I cfditi on Ftdtrol Form W»4. 

2) You chooit to cloim o Itii.r omount of N Y Stat« •x.mptioni thon cloimtd on Ftdtrol Form W-4. 

3) You wish to cloim f«w«r withholding ollowgnc.s for it»miz»d dtductigns hmrm thon .n your f •d«;f> ^^T" 

to avoid underwithholding. Th« num>or of withholding gllowoncos cloimod fgr tho NY ittmjztd dtduction m^ 



' not oxct^d tho numbor clgim«d for FtdorgMtomixtd dtductions on your Fod^rcl Form W.4. 
i) You wish to cloim odditionci withholding ollowoncts bastd on N Y Stoto crodit^ end/or tho NY SraU tuition 



dtduction or PASS plan. 

To cloim txtmption from '^oth Now York Stato and City of Now York ptrsonol incomo tox.s if undor 18, or under 
25 ytars of cge ond o studtnt, or if your NY odjustri gross incomt doos not txcood 52,500 and you gro singlo, 
or 55,000 if you oro'othor^thon singit, filt Form IT?il04E with your tmploytr. 

EMPLOYER • Xotp txtmption ctftificotts with your rocords. If tho •mployoo is boliovod to hov. cloim.d too many 
•xomprions, notify tho Diroctor, Procossing Division, NY Stato Dtportmont of Taxation ond Finonct, Tho 5toto 
Compus, Albony, Ntw York 12227. 

SCHViDULEA ' 



COMPUTE YOUR TOTAL STATE WITHHOLDING EXE.MPTIONS HERE 



1) -Ex«mption imr yourself - tnt«r 1 - - - 

2) Ex«mpti«n for y«ur wif« (hu»b«nJ) - 1 — - 

3) Ex«mpti«n for your ofo - if 65 mr •v^r - #fit«f 1 

4) Exom^tion for your wlfo*» (hutb«n^*t) - If 65 or ovor - -ntor 1 

5) Exomptiort for blin^nott (yourtolO - •ntor U... — 

6) ExMrnptlmn for blinJnott (wlfo or hu»i«nJi - tutor 1..*^ — ^ 

7) Ex«nM..n(.) f.r 4.p^i.f^M -^t^ ^ nunbor of .uA •«-r,Hon. cl.imW. 0. ..t f«clud^yuc..U or your s^... 

t) SpocUl withhoUinf olUwoneo If ^Uim^ •« fm4fm\ Form W-4 -ontor 1 

9) AlUwonco(») for NY 5fofO cro^Ut (»oo pmf 2) ' — • 

10) Allowonco for NY Stofo tuition Joduetlon or ?A5$ plon (»oo pogo 2) — 

ID Allow.nc.(.) for itomii.4 Jo*,ctlon..c!oir.oJ on FoJorol Fom, W-4;(.oo in.truc^tl.n 3 obov.) 
12) Totol - o^^ ^Ino. 1 rhroufh 11 md ontor horo mrxi on CoHificof bolow 



ThI 



t cortificati i» for Incomo tox withhoUing purpotot oi^ly, \> 



17^2104(7/79) Employee's Withholding Exemption Certificate 

HKW YORK 5TATR 1 CITY^OF NEW YORK RBSIDCHT F8R50NAL INCOME T^kX 



N«w YMk Um DtpartmMt 
of Taiatlofl m4 Flnanct 



TYPE OR PRINT YOUR FUUU NW^C 



HOME A00RE3S ,Numcor inO «titot or rurot roulti 



APT. NO. 



CITY. VILUAG2. POST OFFICE 



STATE ' 



ZIP C30E 



ignfRTTAu STATUS 



SINGLE Q MARRIED t\i morflod 
but loftllv toMratod.chtck singlo box.) 



1 Totol nu^ioor oi >>>mo>ton,, olio^or ^e ro clolmin, for N«W Y«tk SUf U.,, Scho^uU^A, lino 12 

2 5ubtroct ollowoncot for 5toto Cro^itt from Scho^uU A, lino ^ . 



— ^ 



3 Totol nuwbor of oxomotiont for City, •i N«W Y«fk 



I 



4 Ad^itlond withh.lJin9 ft 



y Mri.j unj>f..r..«i.nt with .myloy.f for M.w York St.t. 



; S 



5 Add.Nonol wi thhoUin, ,^ ,.y Mrloj «nj.f .3r..m.«i> *it h .m.loy.f for City Of MtW Ytfk 

I CERTIFY tf».t th. nuc^ of ^thholdin< .>«nptto«. clato^l on tht. cmifict. io^ not .»c..d r,., nuny: :» ^^cn . ^ o^.-ed. 
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17-2104(7/79) NEW YORK STATE CREDITS * ^ 

□(•ck (y) an* or mor* soxct if you or* mtitlcd to fh« following eroo'its: 



□ 
□ 
□ 



Qiild Cof Cf d't ^ is 20% of your Ftdtrol child ccr* crtdit end mcy not •xc»«d S30 if one dcpencent, or 
SloO if mor« thon on« dtptndent, or th« tox du« on your return after subtracting any resident credit ar 
occumulation distribution credit. 

-2 Household Credit • is bosed on your household gross income which is your Total New York Income pics 
any amount of Minimum Toxable Income. (See Forms IT-220 and IT-220-I for description of items of rex 
preference and the minimum income tax on them.) ^ 

t 

9ea! ^roperN TaxCredft- ls based on "household gross income" which is the total Federal cciustod gross 
income of ali mtmbers of the household plus the additions to it that ere required to be mode on line 2 
of !ne NY Stcte return plus income from other sources such as social security, pensions end annuities, 
disability benefits, unemployment insuronce and other income described on Form IT-214-I. 

The Real Property Tax Credit is 10% of excess real property taxes. Generally, the maximtm cnount of this 
credit is S200 in the case of on individual who is 65 years of cge or older and S20 for anyone under age 65. 

You may claim one additional withholding allowance for eoch box checked. Enter the total number of boxes checked 
on poqe I, Schedule A, line 9 . 

NEW YORK STATE TUITION DEDUCTION OR PASS PLAN 

Tuttlcn O ecuction: One-half of the tujtion paid for a dependent attending o college in NY State moy be deducted 
from Federal adjusted gross incom«. The maximum tuition deduction is SI, 000. 

PASS Plon; Acnounts contributed to a higher education fund for tuition ond certain other college costs for your 
eligible dependents moy 'be deducted from Federal adjusted gross income. The maximum deduction is 5750 a year 
for each eligible dependent. 

You may claim only one additional withholding allowance on page 1, Schedule A, line 10 if you are entitled to claim 
either or both of these deductions. ^ 

AVOID QVERWITHHQLDING OR UNDERWITHHQLDING 

Do not claim more than the correct number cf exemptions. If you expect to owe more Income tax thon wil! be withheld, 
0 smaller number of exemptions may be claimed. You may also request that your employer withhold cdditicnol amounts. 



Unit 8 - The New Worker 

Lesson 5 - A Closer Look at Your Paycheck and Payroll Paperv;ork.^ 

A. Briefly review the discussion from the previous lesson about the 
tape, ''Money, Money, Money Define the word, deductions and state j 
"It's a law that employers have to deduct (take out) money from 
your paycheck for taxes and Social Security payments. Sometimes 
it's the company and/or union policy to take money out to pay for 
other benefits • Sometimes you may have the choice to have money 
deducted to pay for certain benefits • .It -can be surprising how 
small your take-home pay can ^et. You may want' to checic this out 
before you take a job. Ask your boss what deductions are taken out 
automatically, besides taxes and social security. Some benefits 
m^y be taken out only once a months so not all your paychecks will 
be the samel Also, your hours may change eabh week, and this will 
affect your pay," 

1, Ask students: "Is there any way you can tell how much money 
was taken out for each item^ and how much you earned for the 
pay period," If they are not familiar with paycheck stubs, 
explain: With each paycheck comes a stub that lists all the 
deduciiions f rcnJ\ that paycheck, and of ten has a summary of 
taxes taken out /for: 'the year," 



2* State: "Stubs come in all shapes, and sizes, and I hav,e some 
samples for you to look at." Distribute the handout "Payc:*ec!: 
Stubs" (page 8-5-2). Review with the students the words arid 
abbreviations on the forms. Note that these may differ from 
company to company. 

3. "As Arnie found out on the tape, his boss is very generous. He 
paid for Arnie 's federal and state taxes. Social Security pay- 
ment and Arhie's health insxirnace. . .all out of Amiens Chech! 
Let's take a look at how you can find out what you earned and 
what you take home: 

a. "The amount of money you earned is called your gross pay. 

For Arnie that was $95. a week. If you made $4.00 per hour 
and work 20 hours per >'eek,ycur gross pay is how much? (Have 
students work this out.) 

b. , "The amount of money ycu take home is called your net pay. 

This is what is lofic of your gross pay after all 'the deduc- 
tions are taken out. For Arnie, his net pay' was $71.00. 
Out of your $80 gross pay you can expect to lose around 
$20 • YouMl 'lose* more if you have additional?, benefits 
you pay for such as union dues, "life insurance, or a savings 
plan. It takes, a jskilled bookkeeper to work it out exactly, • 
but your boss can usually give you an idea of what your net 
pay will be ^hen she/he hires you. " 

c. (Optional) Have students work out the arithmetic for the pay 
stubs. The handout "Computer Goofs" (page 8-5-3) has pay 
stubs with errors. Have students check these to find the 
errors. Bookkeepers and computers can make mistakes. Tell 
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c. students that they should report all errors irr.ediately , 
even if the errcr is in their "favcr" (explain this terr. if 
necessary) . ?he bookkeeper will crcbf.bly catch -he -is- 
taJce eventuallv and then the worker has to renrn -he nicney. 
'The worker locks bad if she/he is "caacht" instead cf raccrt 
ing it right away.* 

Continue witH: "There ^s one other tvist to figuring out hcv 
ziuch yotir boss owes you." (If students have good math skills^ 
discuss steps 1 and 2, if not, skip down to the discussion 
about overtizie, ^3.) 

1. If ycu 'jet $4. per hour and 

a. Work 20 hours cer week vou gross how r.uch? ($130) 

b. Work 40 hours perweek? *(S160) 

c. Work 30 hours per week? {$220, not $200) 

2. "Can anyone guess why you earn $220 when you work 30 hours?" ^ 

3. "Has anvone heard of Overtiae or 0*T?" Does anyone knew what 
, it ceans?"(It was .-aentioned in "Money, Money, Money",) The 

discussion should include: 



a* "Overtime is when you work sore than 40 hours per week and/or 
- -xore- than eight hours per day;: not necessarily when you Mcrk 
more than you were scheduled to, e.c.ryou are scheduled to 
work 20 hours and you work 30, that'i not overtime." 

b. "When you work ovemiae you generally get paid at a higher . 
rate. You may get 'time and a-half.'' This means you get 
Ih times your normal rate^ of pay, or your, normal rate of 
oay plus % your normal rate. (See v/hy you should learn yrur 
fractions?)" Sometimes you ytt doubl-a or triple time, but 
that's usually for working on holidays. Overtime rates 
are set bv yoxir company; it's a company policy, but it must 
be at least time and a-half." 2 

0. (CDtional) Ycu may wish to have students practice calculating 
overtime oay. TeU them the company's policy and give tiiesi 
a worker's schedule for a week. Have them calculate the 
gross pay for regiilar time and overtime. If you want to 
liait the arithmetic, you can have them count the number of 
hours worked recu.lar time and the number worked overtime. 
Two sample^lichedules could be: ^ 

Most comoanies which have more* than a few employees are governed 
by federal labor laws. The federal laws requir? an employee to 
earn one-and-one-half times their hourly rate for overtime. State 
and federal laws differ. Some small companies are covered by 
state laws. State laws do require employees- on mi.iimum wage to 
earn one-and-one-half times for overtime. For employees who earn 
mere than mi.iimum wage t.he state, ruling is different. Before ycu 
cover this section, contact your local state and federal Department 
of Labor, Labor Law Standards Office.^ 
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1) Monday: 8 hours- ^ 
Tuesday: 7 hours 
V/ednesday: 10 hours 
Thursday:, off 
Friday: off 
Saturday :•. 10 hours 
- Sunday: off 



2) Thursday; off 
Friday: 8 hours 
Saturday: 7 hours 
Sunday: 7 hours 
Moijl&ay: 8 hours - 
Tuesday: 8 hour^s 
" Wednesday: 8 hours 



Be sure to point out: '•Not all paychecks are based on Monday 

through Friday; some go Thursday through Wednesday* Th.ls 
is important in deciding whether you worked more than 40 
hours in the week; be sure you. know when the week starts 
and ends at your company*" Also, point ,out that o^ten 
the regular work week includes working on Saturday and/or 
Sunday with no extra pay* 

"When you work overtime and earn $30 extra, how much extra 

shows up in your paycheck? Taxes are taken out of this 
' also, so you may end up with only $20 extra." 



C* "Any questions at this point?" 



Say: "There is one other importstnt point about paychecks* 
When do you get them?" Have the students try to answer this. 
The discussion should include: * ^ ^ 

"Some companies pay once a week, some pay once every two weeks ^ 
some pay twice a month. This is called the company's pay per- 
iod. Each company is different* In fact, in some compani'ss- 
some workers in the company get paid on a different schedule 



from other workers in the same company 



I M 



2. "Your first paycheck may take awhile to get to you* It take? 

time for the bookkeeper to, get the time cardy- add it up, 
figure out the deductions, process the check and get it to 
you* Most .companies 'hold back*' your pay a week or two* 
This means you' get your pay a week or two af-ter you 'earned* 
it. You 're* not getting cheated, the week or two delay is 
the time it takes to process^ -your check* This means that 
when you leave the company, you'll get your last check a 
week or two after your last day of work*" 

3. "After your first check, you'll get paid on a regular schedule "i 
, but each check will be for the previous we?k*" 
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Z* Tell the students: "To review some of the words we have learned, 
I have another vocabulary handout for you to complete." Dis- 
tribute the "Words About Pay" nandout (page 8-5-4) , 

^. Read the directions to the class. 

2. Have the 'students complete the handout and discuss. 

Jlcte: You can also move this handout up to Section A and Use it 
as a lesson introduction, or move it to the tnd of the 
lesson if you think that wo^uld be helpful. 



8-5-12 



42S 



/ 



3. You may wish to distribute and discuss the sample "Pay 

Procedures" excerpt from Price Chopper's 'En^ployee Handbook/ 
page 8-5-5". 

State "We've been talk-ing abou^ taxes and Social Security 
deductions. Where does this money go? What do you get out of it?" 

1. Discuss federal, state, and local inconie taxes. Explai-n what 
they are for. Note that they are different from other taxes 
students may have heard of: property taxe^, school taxes, 
sales tax, business taxes, etc., but thev all go to support 

a government. 

2, Discucs Social Security benefits . 

« 

a. "The retirement pension is the biggfest benefit. VJhat ^does that 

mean? Regular monthly payments from when you become eli7 
ible until you die. How much you get depends on hew lone; , 
you WQ^rked, how much .you earned, and how old you are v;hen 
you retire, 

b. Other benefits \nclude monthly payments to children und3r 
18 (until they turn 18) if their -working parent dies; and 
workers who become permanently disabled due to an accident 
or. illness." 



Continue with: "All these deductions I* How does an employer 
know which you want and how much to deduct ,for taxes (remember ♦ 
this differ^ depending upon the number of your dependents - 
Money, Money, Money tape). You tell him/her of course, by y 
filling out more forms. Let's get back to you as the new worker- 
We discussed , some things you have to do on your first day and 
during the fir;st few days. One thing we left out is more oacer- 
' work!" 

1. Explain that: "Everyone has to fill out a W-4 form, usualJ.v 
the first day on the job. This is a complex looking form 
with complicated instructions that is actually quite easy 

to complete, we'll go over it now, but when you have to do 
it at your new job, ask for help if you need it* • This for*?, 
tells the bookkeeper how much to withhold in taxes, based 
on what th^^government has set up*" Distribute a Sample 
W-4 form (page^8-5-5) and review it with the students. 
Define t)ie terms used and go over the directions with the 
students. Note that NY State also has a tax form (page 3-5-7). 

2. Continue with: "You may also have to complete some payroll xn- 
^ formation, such as filling out a timesheet or time card. Every 

company has their own fo;nn. Ask for help if you need it. 

Most new workers ask for help; those that don't often do it wrong 

Read it carefully and. follov; directions." 

3. "This may be the time yoa decide on which optional benefits 

you would like. They usually require a shprt application 
for each b^enefit you choose. You .may also bfe asked to en- 
roll in a union. This requires another application." 
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4. "There may be other required corapany paperwork: signing cut. 

for tools or unifonns; answering application questions v/hijli 
were illegal before you were hired, but are legal nov/v(your 
age, if yoa are n\arried, who to contact in emergencies, etc.); 
and so on. Be patient, you only* have to do it once* if vcu 
do it r:ight," ' - ^ 

r ' ' - ?^ 

5. "For all of these, you will need your name, address, and 

SOCIAL SECURITY NUMBER! "Bring it with you, 

I ^ ' . 

H. Questions and Answers, 

7. (Optional) You may wish to have students learn how to complete 
an income tax form. You can request up-to-date forms and .in- 
struction books from the U.S. internal Revenue Service and 
State Department of Taxation, Whether or not you do this ex- 
ercise, this may be a good time to clarify what it means when 
somepne says part-time or summer workers usually "get the^r 
taxes back". 

1. Ask students if they have ever heard that express 

2. Explain that it means: "If you earn less than a set amount 
of money in an entire year, you do not have to pay any inccp'-i 
tax on the money you earned. That amount changes every year: 
for 1981 it was $3,300." 

3. Tell the students: "Workers earning less than that amount 
have two choices: 

a. They can fill out a special W-4 form (W-4E). and their em- ^ 
ployer will not withhold (deduct) any income taxes; or 

b. They can fill out -a regular W-4 and get all their taxes 
back when they fil^ a return." 

4. Emphasize that this does not apply to all deductions; only 
to income taxes. The social' Security tax and all other de- 
ductions are not returned, no matter how much or how little 
someone earns. 
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Unit 



Lesson 



Lesson Overview 

Title: Labo;: Unions. 

Purpose: , To acquaint students with the history, purpose and process 
of labor unions. 



^ Equipment:' Audio tape player (optional) 



A. 



3. 



f C. 



Activities 

What is a labor 
union? 

VThy did unions come 
about? 

What has been the im- 
pact of labor unions 
and how do they 40 
what they do? 



D. Collective bargaining 

E. Why people do or do 
• not join labor unions 

F. Open and Closed shops 
G» Dues ^ 

H. The employer's per- 
spective 

I. Union's impact on the 
world of work 

J . Sie future of . unions 
Kt Employee Associations 

L. (Optional) Audio tape 



M. Questions and An- 
swers 
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Time 

5-10 minutes 

5 minutes 
10 minutes 

3 minutes 
5 minutes 

5 minutes 
^"2 minutes 
3 minutes 

5 minutes 

2 minutes 

3 minutes 

15 minutes 
2 minutes 
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Resources/Materials 



Audio tape - "Unions and employee 
Associations" (World of Work 
Series 3, tape #9) 
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Unit 8 - The New Worker 
Lesson 6 - Labor I^nlons 

Note: You maty decide that a portion or portions of the information 
presented in thi5^. lesson is not appropriate for the youth in 
your group. . If you feel this is the case, feel free to skip 
over that portion of the lesson .{especially sections D, I and J) 

A. Introduce the lesson by asking! "What is a union?" Accept 
appropriate responses and note on a flip chart. Make sure to 

include the following points; 

1. "A union is a group of workers who get together to get good 

wages and working conditions from their employers. With 

all the workers acting together, they feel phey have a better 

chance to get what they^want." .1 

2. "A xinion i^s usually a group of workers who a'^l do the same 

kind of work* Usually they all work in a certain industry. 
Unions are found mainly in areas of large industry and bus- 
iness. This includes people working in mines, factories, 
transportation, and in tl>e making of clothes. This is why 
you have such unions as the Electrical Workers Union, the 
United Mine Workers Union, and» the Amalgamated Clothing Workers 
of America. " 

3. "Unions have' small groilps in each city called locals.^ They 

are branches of the national union. Locals represent union 
members in their area. Some large companies employ a large 
number of union members, and sometimes the union forms a 
local just for one company. Each local elects officers 
just like the union does. In a large company, each depart- 
ment or section may have its own union representative, us- 
ually called a Shop Steward." 

4. After the students respond to the question: "What is a xanion?" 
Discuss unions briefly. Ask students whether they think 
unions make sense from a worker's stand point. Ask them if | 
they know of anyone who is in a union and what the union mem- 
ber may have told them. Ask them to name xuiions other than 
those listed in #2 above. 

5. Unions are often in the news. Bring in newspaper clippings 
or magazine articles and have students read and discuss the 
issues. Occasionally a television show or news program may 
address unions. Have students watch it and use that in the 
discussion. 

1 

B. Ask students why they think some workers felt that unions were 
necessary. Answer should include; 

1. "When l^rge factories first got going in the late 1800 's 

workers were often paid low wages and forced to work 12 to 
14 hours a day. " 



2. **Many jobs were unsafe; accidents happened often." 

3. "Working conditions were not healthy and many wqrkers becane 
" seriously ill." 

4. "Employers did not want to -fix those problems because it 

would cost them more money. Individually workers had no 
power, so they got together in a large group so they would 
have more influence with the company's owners." 

Ask students; "How have unions helped workers? What have they 
changed?" You may wish to divide the answers into two groups: 
how unions help individual workers and how they help groups of 
workers. List their answers on a flip chart. Be sure to include 
the following information: 

ir FvOr groups of workers , unions have: 

» 

a* '^Improved safe working conditions by making sure all dan- 
gerous machines have safety devices^, and that workers are 
protected from dangerous health situations." 

b. "Reduced the work week to 40 hours or less. Anyone work- 
^ ing more than 40 hours now gets extra pay for overtime." 

c. "Provided better pay and fringe benefits." 

d. "Tried to improve job security by trying to stop employers 

from laying off workers." 

2. "Today, unions try to get other changes, too." 

a. 'Tor example, at some jobs, a worker needs time to wash 
after his job. The \inion tries to get the employer to give 
the worlcer time for this at the end o^ the day, as part of 
the paid work day." 

b. "In some factories, workers complain that they are bored 

with their jobs. The \inioh might try to get the employer 
to do something about this problem. For example, the 
\inion might suggest that the employer change the workers' 
jobs every three months. This would mean that a factory 
worker would still work in the factory but would do dif- 
ferent jobs." 

c. "In other work places, the \inion might decide that the em- 

ployer is giving the workers too much to do. The \inion 
might try to .get the employer to hire more workers or to 
even out the work load in some other way." 

d. J'Unions can help groups of workers in other ways." 
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• For individual workers, unions can help solve: 

a. "Problems with the boss or with another co-worker" 

b. '•Personal problems -unions sometimes offer counseling or 

referrals to help solve your personal oroblems that are 
interfering with your performance at work-" 

• '^low do unions do all of this?" 

a. •^First, the union's representatives talk with the emplover 

and try to solve any disagreements." 

b. "^f yovi have a problem, talk to the union reoresentative 

(Shop Steward), not just any union member. The reprer.ent- 
atxve knows the laws and company policies. She/he can 
tell you whether or not you have a legitimate complaint. 
Don t tell the boss the union's going to go after him, 
until you check With the union. They may not agree with 
you." ^ u ^ 

c. "If the employer doesn't reach an agreement with the union^ . 

especially regarding company-wide issues such as pav, pol- 
icies, or benefits, the union can: 

;^^1) "Call a strike. This means all union members who work 

'at that company refuse to go to work until an agreement 
IS reached. " 

2) "Picket the company. This means workers walk around in 

'front of the company carrying signs that tell people 
that this company is unfair to its workers." 

3) "Ask other unions to 'honor' the strike or picket lines. 

This means that other unions will not go into the com- 
pany building (won't cross the picket line), won't handle 
or transport the company's goods, or won't buy the com- 
pany's products (boycott)." 

d. '*rhese are powerful tools:* Have students discuss the impact 
of each of thes * approaches. 

. Ask: "Is all this legal?" 

a. "Unions are legal. Congress passed the National Labor * 

Relations Act in 1935. if is also called the W&gner Act. 
This law said employees have the right to join a xinion. 
These employees have a right to pick members of their 
union to make agreements with the employer. These are 
the agreements that decide wages and working conditions." 

b. "Strikes, picketing, and boycotts are also legal, except 

for government employees, such as: the police, fire fight- 
ers, teachers and most other federal, state, and local 
government workers. An employer is not allowed to punish 
a worker who participates in a legal strike. Illegal 
(government) strikers can be fined or^ fired. Government 
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workers do go on strike; they are usually fined, but not 
fired* This is because it would be too hard to replace 
all the union workers at /once. That is the poweif of 
unions; they usually represent the majority of ^ certain 
kind of worker in a company. 
* 

One big exception was in the summer of 1981 when the air 
traffic controllers went on strike. President Reagan, 
their bosS/ fired them. This caused problems with air 
travel, but the President felt it was important to enforce 
the laws. Each union member had to make their own decision 
to go back to work or risk beipg fired. Nearly all of 
them stayed on strike and were fired." (You may wish to 
bring this story up to date for the students, and/or you 
may wish to bring in more current examples of government 
employees on strike.) 

% 

6. Ask students: •*How do strikes get started? Does everyone 
have to go on strike?" Be sure the following points are 
discussed: 

a. All union members vote on whether or not to strike. The 
majority, not the union officials, make the decision. 

b. If a strike vote is passed, the employer is usually given 

a week or so to meet the union's demands. If she/he doesn't 
meet those by the strike deadline, the union goes on strike. 

c. Each worker can decide whether to honor the strike or go 
to work. Union members on strike may get angry with those 

^that 'go to work, but legally each worker, whether in the 
union or not, gets to make his/her own decision. 

D. State: "you may have heard of 'collective bargaining'. What 
does it mean?" 

1. Explain collective bargaining as follows: 

a. "It is easier to understand if we start with a single worker. 

Suppose he asked his boss for a raise. The boss may give 
him a raise, or he. may not give it to him. The boss knows 
that if he does not give the raise, the worker might quit 
his job. This doesn't worry the boss too much. He can 
always hire another worker. The worker might not quit 
anyhow. " 

b. "In collective bargaining, all the workers speak to their 

employer at one time about wages or working conditions. 
Of course, it is impossible for all workers of a large 
company to speak to the employer at once. So they choose 
union members who will talk to the employer for them. 
These elected leaders speak for the workers. 
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They represent the workers. The employer knows that these 
union leaders represent all the workers. The workers could 
number in the hundreds or tl^ousands. 

"An employer may not listen -teo the request of a single 
worker.^ But, he will probably listen when all workers 
speak to him through their representatives." 

•» ' 

"The purpose of collective bargaining is to get a union 
contract. This contract is in writing. It covers t|iincs 
like wages, holidays, sick pay, working conditions, and 
pensions. '* 

e. "Sometime^ the employer and the union agree quickly. Both 
sides are satisfied. But when both sides can't agree, 
they sometimes have .to call in a person called a mediator. 
' She/he acts as a- referee." ^ 

"The mediator is not on the side of the employer or on 
the side of the union. She/he is neutral, and tries 
to get the^wo sides to agree. She/he studies the dis- 
agreements, and tries to work out absolution that both 
sides will like or at least accept." 

2) "Mediators can be called in before a disagreement leads 

to a strike, or after a strike has begun. Many strikes are 
settled with a mediator's help." 



E. State: "Some workers never join a union. Others join unions 
when they get their first job. Why is this?" The discussion 
should include: 

1. "Some jobs have no unions to represent them, because the 

workers have voted against having a union." 

2. "Some jobs in certain companies require that you join a union." 

3. "Sometimes the workers have a choice, and: 

a. Choose not to join because they disagree with the way the 
union operates, they want. to make their own decisions about 
their pay, or they don't want to pay the dues. 

b. Choose to join because they want the union's protection and 
assistance, they like^the way the union operates, or they 
want the extra benefits and pay that union members sometimes 
get." 

4. "As a new union member, you should find out what the union 

stands for. Go to xinion meetings. Join union study classes. 
Learn about the history of the union. ..Get to know your union 
leaders. Take part in the election of union officers/ these 
people represent you. Serve on union committees." 



d. 
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F. Stata: "Agreements between ccrr.panies and unions can and do 
cover many difff>rent things. One of those things nay be 
whether all the people who v/ork for the pompany have^^to be 
members or not. This affects who the company can hire and *^ 
v/ho they can't hire. This affects your chances of getting 

a job and'may affect ypur paycheck once you do get a job.' 
There are three basic types of agreements: 

1. "Closed shop. In a closed shop, only union members are hired. 

You must be a union member before the employer will hire you." 

2. "Union shop. Xou can get a job in this kind of shop without 

being's union member. But, you should join the union after 
you get the job. Y6u should join^ th§ janion with^in a certain 
amount of' time; after all, in most cases union dues are 
taken out of your checks, member or not. ^ The tiir.e limit 
depends on the union." 

3. "Open shop. You do not need to be a union nember to get the 

job. You do not need to become a union menjl^er to keep the 
job. There nay be a union in that store or factory wich many 
members, but you join only if you want to. There also may 
not be any union in an open shop." 

4. "Are these legal? In some states SI and 2 are illegal,, but 

in states where unions are strong, these are legal. 
Unions argue that when they negotiate a raise cTr better ben- 
efits for worlcers, all workers usually benefit, so they 
should all pay union dues. " 

G. State:. "Union members pay union dues. This monev is often 
taken from ypur ^paycheck like other deductions, trie money 

is used to run the union. It may also be used to pay workers 
who are out on strike. Dues are similar to membership charges 
at a club or community center. You pay if ycu join. Members 
get a say in union decisions; they can vote for officers, pol- 
icies, and whether to strike. Members sometimes get union 
benefits in addition to company benef\ts." 



H. Ask students: "What do most employers think of unions?" The 
discussion should include: 

1. "Generally employers don't like unions because they can inter- 

fere with a company's policies. Employers like to have the 
final say in how they treat cheir workers, and unions now 
have some say in that." ^ 

o 

2. "Some companies without unions treat their employees very 

well to convince them that they don't need to join a union. 
Some employers try to scare their employees into not join- 
ing a union." 

3. "Some employers like a union because it is easier for them 

to run their company when they only have to deal with a few 
union reus instead of thousands of workers l**} 
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I. Explain to the students that., unions have been responsible for 
i lot of changes in the world of work. Some have been direct 
changes and others have been indirect. A oartial list of the<2e 
include: 

1. "Shorter work week. "It wasn't all that "long ago that peoole 
worked 12 hours a day for six days a week and sometimes more. 
Now people work an eight hour day. Some work even less than 
that. In 1970^ the national average work we.ek was 37,1 hours. 
The information that comes from the 19 SO census will probably 
show that the average work week is now less th^n 37 hours.". 

2. "Flex- time experiment. Some private companies and government 
agencies are experimenting with flex-tiine. With flex-tinie/ 
a person can, within limits, set his own hours of work as 

_ iSSg^s. he puts in a full day's time. Another experiment 
^is the four-day work week. Some people are working 10 hours 
a day; 4 days a week instead of 8 hours a day, 5 days a week." 

3. "Shorter work year. The working year is getting shorter. 
People have more days of vacation, more holidays, more sick 
leave, more free time all around. ^That do people do with 
the extra time? Many get second jobs. What do you suppose 
that means? Do they need the money, or do they need to fill 
their time with work? What do you think?" 

4. "Shorter work life. These days people are staying in school 
longer and retiring earlier. This leaves fewer years in 
between to spend at full-time work. Could this trend create 
any problems if it continues?" 

5. "Mobility continues to increase. People are moving more, 
from city to city and from job to job^ I'his pattern has 
advantages and disadvantages. Can you name some of each?" 

6. "There Is less discrimination in hiring. Slowly but surely, 
discrimination in employment because of race, sex, age, reli- 
gion, or national origin is going down. This is good, for 
people should be employed for what they can do, not for what 
they are." 

7. "White collar jobs are increasing more than blue collar jobs, 
but they seem to be getting to be more alike. Some experts 
say we may have another class called gray-collar jobs." 

8. "As people make more money (have higher incomes) they may 
demand more high quality hand-made goods. That could mean 
more skilled crafts-people are needed again. The tailor, 
cabinetmaker, custom shoemaker, etc, n\ay see a greater 
demand for their services. There may be more employment 
available for them." 

9. "More laws now govern the world of work. These include 
safety, health, work hours limitations, child^labor lavs, 

ar.d discrimination." 

O ' 8-6-8 
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J. "What does the future hold for unions?" 

\ ♦ ^ ^ 

1. Many of the problems unions have fought for are now protected 
by-laws, so \inions;are not as important as they once were. 

2. Many companies are^ leaving the Northeastern U.S. where \inions 
are strong and moving south where unions are weak. (They are 
moving for many re'asons, but one result is that unions are losing 
members.) ^Companies are trying to stop unions from organizing by 
having governments pass laws outlawing closed shops, and treat- 
ing their workers well so they won't feel ti^e need for a union> 

3. Ask students; , "Wffat might happen if al^ \inions stopped oper- 
ating today? ;^y?" 



K. Add: "^Not all workers are represented by labor unions. Some 
companies have Employee Associations. These are similar to 
unions, but they do not have the right to strike. Associations 
can help workers air their complaints and try to improve work- 
ing conditions- and pay. Another big difference is that most 
tinions are connect^ to large, nation-wide parent unions 
(AFL-CIO, Teamsters, etc.), while most Employee Associations 
are limited to the individual factory or office building. If 
the company you work for has an Employee Association, find out 
about it." 



L. As 'a review, you may wish to play and discuss the tape'*Union 
and Employee Associations" from World of Work Series 3, taoe #9. 
This tape covers many of the points already discussed. 



M. Questions and Answers. 
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Unit 



. S 



Lesson 



L esson Oveir/iev 

Title: Equal Opportunity Employment and Discrimination. 

Purpose: To make students aware of discrimination at work /and what 
they can do about it. ^ 



Equipment: Video tape player and mon;Ltor. 



Activities 

* 

A. Introduce discrimina- 
tion on-the-job 

'B. The law 

C. Show video tape and 
discuss 

D. Resources available 
in discrimination 
cases 

E. What to do if you ' 
suspect^ discrimina- 
tion 

. F. Questions and An- 
swers 
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Time 

^ minutes 

5 minutes ^ 
20 minutes 

5 minutes 
5 minutes 
2 minutes 
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Resources/Materials 



videotape - "Just Around the 
Comer" tape #7 
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Unit 8 - The New Worker ' - - 

Lesson 7 - Equal Opportunity Employment and Discrimination. 

A. Discuss discrimination on the job* 

1. Ask students: "What is discrimination?" The discussion should 
include that discrimination is treating a person differently 
because of what she/he is, not who she/he is. It's based on 

a person's characteristics , n<Jt their behavior, e.g., a decis- 
ion is made based upon what sox, religion, race, or age a per- 
son is, rather than based x:pon their performance, experience 
or qualifications. \ 

2. Continue with: ^Why does discrimination happen?" The answers 
should include that some people who makjS decisions really be- 
lieve that some groups^of peopie- are better than qthers. 

3. Ask: "How does discrimination happen?" Answers Should in- 
clude that a person is not hired or promoted because of their 
.sex or race; a person is not allowed to join a club because 
of their religion, etc* 

4. "Is, discrimination legal? Yes, in some cases, suchvas youth 

under the age of ^18, or in very small or family-run businesses, 
but in most otheif cases, t)0!"« 

B. The Law. The Fourteenth Amendment^ to the United States Consti- 
tution was passed back in the 1800 *s to guarantee equal rights 
to all people regardless of their race, creed, color, or relig- 
ion (but not sex).. In recent years, /the federal and. state gpvr 
ernments have passed laws clarifying this amendment in the area 
df employment. These are called the Equal Employment Opportun- ^ 
ity Laws and are designed to protect women, minority groups, 

and young and old adults from discrimination on the job. The 
law applies to all employment agencies and most ''employers and 
xcibor unions. Very small companies a^id labor unions may be 
exempt in some cases. 
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These laws. forbid discrimination in: 

n 

- Hiring, firing, or layoffs 

- Promotions or transfers 

- Wages paid for equal work 

- Training programs ^ " i * 
' - Recruitment advertising 

C. State: "Let's take a look at a video tape which discusses the 

issue. Louise is certain that she*s about to be promoted to 

cafeteria supervisor. Her husband Jo^ tells the good news to 

his co-workers. Some of them respond with discriminatory state- 

n.ents. Joe is about ta hire someone in his company and his boss 

tells him to interview other applicants first, to give minority 

workers an opporutnity. Thafs part of the Equal Opportunity 

O * Laws . " • , - 
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1. Show the video 

2. Discuss Louise's situation. As) the students: "What seems 
to have happened to her? Is this realistic? Could it really 
happen? Is she sure she was discriminated against? ^-fhat 
should she do next?" Brainstcrm possible choices and eval- 
uate pro's^and con'^s of each* (Sound familiar? These are 
steps 2 and 3 of the decision-making process.) Tell the 
students to help Louise make a decision. (You may wish to 
refer to Section D below.) 

3. Discuss Joe's situation. Ask: "Is this fair?. Is it realis- 
tic? Is it legal?" The answers should include the following 
points: "It is legal and realistic, that's how the law oper- 
atafe. It may not seem fair, but minorities and women have 
been discriminate^ against for a long- time, and the government 

• has passed thes^ laws to try to even things out. Most compan- 
ies use this policy when ^hiring-new employees s" 

y 

. Resources available in cases of discrimination: 

1. "Your supervisor - \Vhen you have any work- related question 

or complaint, you should always discuss it with your super- 
vijSor first. Do this even when your complaint is about 
your supervisor." 

2.. "The company's Affirmative Action or Equal Employment Qppor 

tunity (EEO) Officer - This is -a staff person, often connected 
with the personnel department, who handles questions and com- 
plaints regarding discrimination. " (Sometimes^the title is 
EOE> Equals Opportunity Employment, Officer.) 

3. "Your union representative (if your company has a union and 

you are a member) - Your union 3*ep knows the laws and proce- 
dures and will be able to help youv" ^ 

# 

4. "The Human Rights Commission or E.E.O. Commission - Each city 

or county government has a commission to help with discrim- 
ination cases. They don't charge anything to contact them, 
and they know the law."^ 

"What should you do if you think you are being iiscriminated 
against?" 

1. "Talk it over with ah adult friend you trust before you go 
any further with it. You must be sure you have a solid 
case, you must be able to prove it. 

2n Write down the facts as you see them. 

3. Then, contact your supervisor and/or union, and follow the 
company ' s grievance procedure . " 



"Does anyone have questions about discrimination?" 
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' Unit L 

Lesson L 



Title: . 
Purpose: 



Lessors Overviev 
Unit Summary, . «^ 

To revie^^ and summarize the unit 



Equipment: Audio tape player. 



Activities 
A. Play and discuss tape 



B« Review and siimmarize 
unit 

C. Have students com- 
plete the review 
questions. 

D. Answer Key 
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Tiae 

20 minutes 

5 minutes 
20 minutes 
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Resources/Materials 

Audio tape - "You Are the 
Company" . (World of Work #3, 
tape 8) 



Handout - "Review Questions" 
page 8-8-2 
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The New Worker Review Questions ' 

Part I. Fill in* the answers in the space provided 

1, Three things 'you should find out. your first day on the job:' 



Two ways you can find out what your boss expects from you: 



Part II < 



List A. 



List A. contains behaviors which bosses may or may not expect 
from their workers. ^ If you think most bosses would (expect 
this, check, the first column, if you think only a -few, or 
no bosses would expect this, mark the second column. 



Most Bosses Expect Few Bosses Expect 
This From A Worker This From A Worker 


1. Get along well with co- 
workers 






2. Be on time • 






3. Always be happy 






4. Do your job well 






5. Be honest 






6. Speak well about 
the company 






7. Never use drugs or 

drink alcohol at work 






8. Ask questions when 
you're confused 
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P.art II. continued 

List 3. This list contains things which many new workers expect frcm 
their boss or the company. If you think most bosses or 
companies will give this to their workers, check the first 
coliimn, if you think only a few, or no 'bosses will do this, 
check the second column • 



Most Bosses Are 
Willing To Provide 



Few Bosses Are 
Willing T,o Provide 



9* Safa working conditions 






10* Respect/Fairness 




* 


II. Little hassle if 
you're late 


- 




12. Change your schedule 
as you need to 




• 


13. Enforcement of the 
rules 






14. Friendship 






15. A paycheck 






16. A ride to work 






17. Answers to questions 






18. Understanding my 
personal problems 
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If you think the statement is correct , write True; if 
you think it is no'^t correct, write False, 

Company rules and policies are like compaiiy law. If you 
break a rule, you can get fired. 

Comoanv customs are made by t:he workers, not the company. 

A note from your parent or teacher will excuse you from 
being absent*-or late from work. 

Older workers always treat new workers well. 



A company doesn't have to take anything out of your pay- 
check if you don't want them to. 

A worker gets paid m.ore for overtime, than for regular 
time. 

Overtime is v/hen you v;ork more than you are scheduled 
to work. 

All companies pay their workers every week. 
Everyone has to -join a labor union. 
Not every company has labpr unions. 

It is illegal to discriminate in hiring, but it is legal 
to discriminate after someone is hired. 

If you think you are being discriminated against, ydu 
should call the police. 

It's okay to be absent once a week if you call your boss 
in advance; 

If you are only going to be one-half hour late, you 
should still call your boss. 

Most, companies put new workers on Probation. 

Seniority is preference the company gives to a long time 
employee. 

Your employer always pays for your health or medical 
insurance. 

Gross pay is the amount of money you take home. 

Net pay is the total amount of money you earn before 
deductions are taken out* 

All workers in the same company get the same benefits., o 
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Part IV. 



BEST COPY AVAIUBLE 



Sasole 



Chopper. 



;3 i^QjO !l20.00 2t.OQ.7.20 7.56. 1.8o|l6.25i 0 | 

I ! ! ^ 



1^1 



I. i 



nil 



65.59 



i;W8l jB jS |C|4.0G ;809 | I680. 00. 502.40 ! 100. 80 105.841 - 



EARNINGS STATEMENT 



!• This is d / / paycheck / 7 paych<^ck stub 

2. The name of the company is . 

3. The name of the employee is 

4. The amount of money the worker will get in his/her check 
is . 

' 5. The amount this person paid to Social Security during this 
pay period is ^ , 

6. The amount of federal income tax this person has paid' so far 
this year is ; . 

7. The number of hours this person worked is 

8. Does the company pay for all of the worker's health insurance 
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Unit 8 - The New Worker 



Lesson 8 - Unit Summary.- 

A. To help wrap up the unit, play the tape, "You are the Comoanv: 
The Law, the Employee, and the Emplover." (World cf Work' Series 
3, tape »8_.) 

1. Introduce the tape by asking: ";7ho is the company?" Accept 
all answers and tell the students the tape will answer the 
question.' 

2. Play th^- tape. 



3. Discuss the tape. Ask again: "Who is the company?" The 
answer is: "You, the employee." Ask: "When does the em- 
ployee represent the company?" 

a. when she/he is on company property. 

b. When she/he is on company business. 

c. When compemy equipment is. involved. 

4. "So, now you see why it is important to follow company rules 
and policies, and why each worker is held responsible for 
his/her decision; the company has to answer for them. You 
are the company." 

B. Wrap up and review the uni.t. Caver the following points: 

1. "Your first day is an important one. X3et the information 
you need to know. Learn the words used in the world of 
work. Find out the company's rules, policies, and customs." 

2. "You have expectations of the boss and she/he has expectations 
of you. Find out what they are." 

3. "Absenteeism and lateness are importcint issues. You 
must follow the rules about attendance and calling in when 
you are late or absent." 

4. "Getting along with your co-workers is part of your job. 
Some co-workers may give you a hard time when you are new. 
Be prepared." 

5. "There are many benefits available, depending on which com- 
pany you work for and what job you have. Find out what ben- 
efits are available to you. If you don't understand them, 
ask. " 

6. "When you get paid, look over your paycheck and stub. If 
you don't understand certain deductions, ask about them. 
Check the math. You* re new, so the bookkeeper or computer 
may make a mistake in gfetting you on the payroll." 

^ 8-8-6 
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?• "Be prepared to fill out forms on your first day, even if 
you weren't hired to do paperwork." 

8. "Your company may have a labor union. Find out about it. 

Find out if yoii %ave a choice about joining." 

9. "Discrimination is illegal in most cases. If you think you 

are being discriminated against, check it out'with your 
supervisor or the appropriate office in your company (E.E.O., 
Union, etc) and decide what you can do." 

. Distribute the unit review questions, and have students complete 
and / or di - s c uss it. : * — — — 



Answer Key. 
Part I. 

1. Accept anything that is appropriate, e.g.: Name of super- 
visor, manager and/or foreman; job description or job duties; . 
rules and policies; and information about company facilities. 

2. Ask your boss, read company infcmation, ask your co-workers, 
or watch your boss and co-v;orkers. 

Part II. 

# 1,2,4,5,6,7,8 - column 1 (Most Bosses) 

# 3 - column 2 (Fev/ Bosses) 

# 9,10,13,15,17 - column 1 (Most Bosses) 

# 11,12,14,16,18 - column 2 (Few Bosses) 
Part III. ' 

1. T 5.F 9.F13.F 17. F 

2. T 6. T 10. T 14. T IS. F 

3. F 7. F 11. F 15. T 19 . F 

4. F 8. F 12. F 16. T 20. F 

Part IV. 

1. Paycheck stub 5. $7.56 

2. Price Chopper 6. $302.40 

3. Not shown 7. 30 

4. $65.59 8. No 
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OVERVIEW OF UNIT 9 - 



"HUMAN RELATIONS ON THE JOB" 



Unit .Purpose 



To have students: 



Lesson 1 



Lesson 2 




Lesson 3 



Lesson 4 



; Lesson 5 



Lesson 6 



Lesson 7 



Lesson 8 



Learn techniques they can use that will help them get 
along with others on the job. 

Understand positive work attitudes. 

Learn how to properly leave a job. 

Understand the process of job success (promotions) . 



Equal Opportunity Employment ; To assist the students 
±n the understanding of discrimination as an attitude, 
arid how to address this problem in the world of work. 

Attitudes and Their Effects on You in the World of Work 
tPart 1) ; .To assist students in understanding how their 
attitudes are projected and viewed by others throuah 
thei-r behavior patterns. 

Attitudes and Their Effect on You in the World of Work 
(Part 2)1 To assist youth in the understanding of necr- 
ative attitudes and how these attitudes will hinder stu- 
dents' progress in the world of work. 

Dealing with Vour "fSupeirvisor ; To assist students in 
the establishment of positive techniques to use with 
their supervisors. 

Dealing with Co-workers ; To assist youth in using skills . 
(communication and decision-making) to build positive 
relationships with co-workers. 

Dealing with the Customer ; To assist the students in 
the use of decision-making and communication skills 
for positive problem solving with custpmers. 

Succeeding in a New Job ; Ta.help the students understand 
the entire process o£ job success by highlighting key 
points of this unit. ^ 

Changing Jobs ; To help youth understand the process of 
positive job movement. This lesson is to help youth 
limit negative references caused by improper job change 
procedure. 
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UNIT 9 - ••HUMAN RELATIONS ON THE JOB" 



Unit Notes 



This unit is the application of all of the information and 
skills learned in prior units. This unit reviews and reinforces 
that material in • realistic work world context. Parts of this 
unit could be us'^'^i to reinforce the need for the topics discussed 
in Communicatiors (Unit 4), Decision Making (Unit 7), and Targeted 
Choice (Unit 2) . 



— Unit 9 introduces the students to many of the types of situa- 
tions and people they will encounter in the work world, thereby 
reducing many of their fears and anxieties.* 

The unit can become more realistic by inviting employers 
into class to discuss supervisor and employee relationships. 
Making field trips to work sites to experience work environments 
and to view employee relationships would also enhance classroom 
discussion. A recently-employed youth, with a background similar 
to stiudents in the class, would be a helpful speaker to reinforce 
the students' need for the information being discussed. 

Students can use real situations they encoimtered in previous 
jobs, in school, at home, or in this class to practice the skills 
being taught. This will help make the role plays more meaningful. 



9-0-2 



449 



Unit L 

Lesson 1 



Title: 



Lesson Overview 
Equal Opportunity Employment 



Purpose: To assist students in understanding the effects of discriraina 
tion, and the basis upon which discrimination and other 
attitudes develop. 

Equipment: ^ideo tape player and monitor. 

\ 



Activ ities 

A. Discrimination 

B. Basis' of discrimina- 
tion 

C. Understanding gen- 
eralization 

D. Video - job discriminj- 
ation 

E. Value changes 

F. Summary 

G. Questions and Answers 
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Tine 

5 minutes 
3 minutes 

5 minutes 

20 minutes 

5 minutes 
5 minutes 
2 minutes 
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Resources/Materials 



Video tape - "Just Around the 
Corner'* tape 8 
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Unit 9 - Human Relations on the Job 
Lesson 1 - Equal Opportunity Employment 

A. Start: "We ended the last leelion of Unit 8 "The New Worker" 
with EOE. You have the knowledge of what equal opportdhity 
employment laws are and lioy they work i " 

V 

1. "Now let* 8 talk about what these laws were written to address." 

a. Ask yoliith: "Why were these laws written?" The list shouM 
include - to stop unfair discrimination against a group of 
people. 

b. "What is discrimination?" '^he answers should include: 

to make an unfair differenipe in the treatment of one 
group of people over another. 

. 

c. "What is the difference based, on?" The answers should 

include: a mental and emotional position against a group of 
people for which there is no evidence to support this 
negative treatment. If there is no evidence^ what is 

the position based on?" The answers should include: 

*■ 

1} Generalizations 

2) Labelling 

3) Put downs 

2. Summarize this series of questions with the following defin- 
ition. ^Discrimination is a mental and emotional position 
based on generalizations. As we covered in communication, 
generalizations are a form of labelling 'which is a forln of 

a put down. Put downs are roadblocks or barriers." 



"Any mantal and emotional position is based on what?" The an- 
swers should include: 

1. Attitudes are developed from values. So again, values sur- 
face as the basis of a mental and emotional position^ 

2. Continue: "If attitudes are based on values (what's important 
to us) , why is discrimination a problem?" The amswers should 
include: "Due to values based on generalizations, a groun cf 
people are denied equal treatment. This group is restricted, 
and their choices are limited." 



"Let's for a moment talk about generalizations: This is the 
taking of one characteristic and assigning its properties to 
many things which look similar. For example, the heighbcr 
has a trained guard dog which is a Boxer." Ask the students 
to make a generalization of this statement. The answers should 
include: 

* 
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c. 



1. All Boxers are trained guard dogs, or all Boxers are vicious. 

2. 'Ask, if this is a true statement* 

3. You may wish to develop additional speci^fic stateraents for 
the students to generalize. 

4. Conclude: • 

a./ "Since you don't know all Boxers personally, the statement 
alL Boxers are guard dogs is a generalization based on one 
example. ^ Also giving all Boxfsrs the fact of having been ^ 
trained is .another generalization based on one example. 
You don't know all Boxer dogsl!!" 

'. b.^ "Now dr you undercland better the problem with generaliza- 
tions?" . 

c . "Do you better understand the problem of discrimination?" 

• Continue: ^ "Discrimination can be against a group of people, 

*r age group or a sex of a society. Louise, as we saw yesterday, 
along with the woman in Joe's company cafeteria, ' is a subject- - 
of discrimination. Let's see the rest of the vide6 'Job Discrim- 
ination ' . " \ 

• . . \ 

1. , Show the "Job Discrimination^ video from 'trust Around the Corner" 

Series, tape 8. 

2. Highlight Louise's decision to confront her boss. 

^/ . students what other choices were available to Louise. 

1) . Processiing through "Affirmative Action. Of fice. 

2) Processing through Equal Opportunity Commission. 

3) Filing a law suit. 

3. Discuss Louise's problem with communp.cation. Cover distrac- 
* • tion - L^ouise was distracted by her . own thoughts (remember 

^ Head of Distraction, Communication) , in this situation it 
is a roadblock^^for Louise when she should be the receiver. 
She is not he^cing atnythirig the the supervisor is saying. 

4. Discuss Louise's ^tt^tude. 

5. Discuss her superHrisur • s attitude. Emphasize the fact that 
attitudes can chairge. The supervisor's attitude changed 
when he evaluat.ed his decision. So, his initial decision 
not to promote Louise changed. Louise received her earned 
promotion. 

"Kow do you change attitude'^?" Discuss th& change of values and 
ask students: "How does thi3 occur?" Explain how the following 
occurances affect your attitudes. The change of: 
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!• Age - getting older. 

2. Meeds 

3. Wants ' • ' 

4. More* aducettion ' 

5. More experience ' ' 

Note: Give examples of some attitude changes for each category. 

Summarize: "Attitudes are based^on values. Values change and so 
attitudes can change. Some Qf the changes will happen without you 
really noticing them. Others you will work to change. We. will 
talk more about attitudes tomorrow. " 

G. Questions and Answers. 
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Unit ^ 
Lesson 2^ 

Lesson Qver viev 

Title: Attitudes and Tt\eir Affect on You in the World of Work - 
Part 1 

Purpose: To assist students in understanding hqw their attitudes are 
projected and viewed through their behavior patterns. 

Equipment: Pilmstrip projects/audio tape player • 



Activities 

A. Changing attitudes 

B. Positive attitudes 

C. Positive attitudes 
and behavior 

p. Values, attitudes 
and behavior 

E. Different attitudes 



F. 

G. 
H. 



Components for job 
success 

Summary 

Questions and Answers 
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Tiae 

6 minutes 

4 minutes 

5 minutes 

5 minutes 
20 minutes 

2 minutes 

1 minutej 

2 minutes 
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Resources/Materials 



Filmstrip/audiotape - "Lack 

of Ambition" (Guidance Associate 

filmstrip 4) 
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Unit 9 - Human Relations on the Job 



Lesson 2 - Attitudes and Their Affects on You in the World of Work- 
Part 1 ^ y 

A. "Yesterday we began to disquss how attitudes can change. We 

stopped with working to change attitudes. Let's explore that r 
.now." The discussion should include: making a 'plan to change 
how one feels^about something. The plan should' include: 

1. Identifying what one wishes to change; * ^ • 

2. Finding all the different way^ one has to make change. 

3. Stop and ask students if this game is familiar. Then have^ 
them complete the decision making process. 

B. Ask: "What'^s a positive attitude?" The list should include: 
a certain mental and emotional position which allows for pro- 
ductivity. 

1« ExplLain productivity. 

2. Elicit a list of productive emotional and mental characteris- 
tics. The list should include: 

a. Enthusiasm 

b. Interest and alertness 
. c. Cooperativeness 

d. Willingness to follow directions 

3. "Do you think these would be positive attitudes on a job?" 

C. "How would these attitudes (refer back to list) show in your 

behavior?" 

1. Divide the board into thirds, one for attitudes/feel- 
ings; and the others for home and work. Examples of these: 

attitude home work ' . 

1. good feeling happy, energy, .^appy,.wczk hard, talk 

loyal well about company (loyal) 

2. interest and take care of initiative to learn all 
alertness home parts of what you do, 

you investigate new ways 
to do it well. 

2. State: "Attitudes are based on values. Values are develcpea 
from our needs and wants. Now do you understand why we spent 
so much time on self -exploration topics?" 
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"Let's see how your values / attitudes and behavior fit together. 
For instance: 

1- Need - self-fulfillment 

2. Wemt - to be fair 

3. Value - you think everyone should be treated with the same 

rights, 

4. Attitude - equal chance for all, 

5. Behavior - .as a supervisor with a crew of '6 men, five of th^'V. 



are good workers and orle of them is not. Five 
wotkers will receive equal raises and promotions • 
The sixth worker will receive no raise and no pro- 
motion. The difference in the treatment of the 
workers is tijised on specific infQrmation, It is 
not generalized. 



"Do people have different attitudes? What are these differences 
based on?" After the students discuss needs and wants and val- 
ues, state: "Let's see two different attitudes about v/ork.'* 

1. Show'^Lack of Ambition"- (Guidance Associates, filmstrip 4) 

2. Divide the blackboard in half, one side for Peter and one 
for Joe. 

3. Elicit Pete's and Joe's differences in each of the following 
areas: needs, wants, and values. 

4. Summarize with this discussion; 

a. Pete is no better than Joe. 

b. They have a difference in needs, wants, and values. This 
accounts for their attitude difference. 

c. One li^festyle is not better than the other. 

d. State that for both P^te and Joe to get ahead or get along 
well in their chosen fields, they both have to exhibit a 
good or positive attitude. If your list didn't include 
the following add them now. If the list did include thei?., 
point them out as part of a positive job attitude; will- 
ingness to: 



Work 

Accept directions 
Follow directions 
Eelp others 



Accept criticism 
Grow and change 
bo things on your own 
Be a part of a team 
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e« Conclude: 

1) "It doesn't matter if one wants to be a gas jockey or a 

bank president. To do well you must have a good work 
attitude. " 

2) "Present 'ahd future success on the job greatly depends on 

how your boss and co-workers see your attitude." 

P. "What things other than attitude control job success?" 

1. The list should include: 

a. Strengths 

b. Abilities 

c. Interests 

2. Discuss each of the three in relationship to job success. 

G. "We stated earlier that your behavior shows your attitude. 

Tomorrow we will discuss on the job behavior and attitudes." 



H. Questions .and Answers. 



ERLC 



Unit _ 
Lesson 



Title: 
Purpose: 

Equipment: 



Lesson Overviev 

Attitudes and Oieir Affects on You in the World of Work- 
Part 2 

To assist youth in the understanding of negative attitudes 
and how they will hinder students' progress in the world of 
work. 

Films trip projecter/audio tape player, video tape player 
and monitor. 



Activities 

A. How your boss sees 
positive attitudes 

B, Job behavior and res 
ponsibility 

C. Negative attitudes 

D, Absenteeism 

2. How supervisors see 
attitudes 

F. Questions and Answers 

G. Optional =Exercxse 
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Time 

1 minutes 

25 minutes 
5 minutes 
S minutes 

5 minutes 

1 minute 
5 minutes 
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Resources/Materiais 



Video tape - "Just Around the 
Corner" - tapes 1 and 2 

Audio tape - "Fast Exit" (W.O.W. I 
tape 4) 

Filmstrip/audio tape - "Absent- 
eeism" (Guidance Associate, 
filmstrip 3-) 

Handout- - "How Supervisors see 
Attitudes" page 9-3-2 and 9-3-3 



Audio tape -"Too Many Days 
Absent "(W,0,W. I - Discussion 
tape B2, situation 3) 
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HOW SUPERVISORS SEE POSITIVE ATTITUDES 

!• Cooperation - following rules, helping others • 

2. Honesty - Informing supervisor' of broken or damaged goods, no 

stealing, no lying* 

3. Initiative - Looking around for other things to do when your 

job is completed, taking extra courses, finding 
out as much as you can about your job and your 
company, 

4. Willingness to lear.n - Take extra courses, attend work-related 

workshops. 

5. Willingness to follow directions ~ Doing work according to com- 

pany rules and policies • 

6. Dependability - Doing what you are supposed to do, when you 

are supposed to do it. 

7. Enthusiasm - Eagerness, positive energy level. 

8. Acceptance of criticism - Taking information with understanding 

tone and using these comments to im- 
prove your performance on* the job. 

9. Loyalty - Doing things to improve company image. Supportive 

comments about co-workers or boss. 

10. Regular attendance - Being on time, limiting number of absences. 
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HOW SUPERVISOR SEE NEGATIVE ATTITUDES 



!• Cooperation - Not working wilii±he team (doesn't help others), 

lack of courtesy, "bad mouthing" your co-workers 
and boss. Putting everyone and everything down. 
Not following rules. 

2. Honesty - Lying, cheating on company time (playing, talking) , 

Stealing. 

3. Initiative - Doesn't . have any new ideas, doesn't follow through 

never does anymore than you are given to, do, lazy, 
just doing enough to get by. 

4. Willingness to learn - Not flexible, not adaptable to change, 

lazy, careless (not paying attention 
to work) . 

5. Willingness to follow directions - Doesn't pay attention to 

rules.' 

6. Dependability - Doesn't come in on time, always tardy. 

7. Enthusiasm - Lazy, easily distracted, no energy. 

8. Acceptance of criticism - Becoming angry, blaming others for 

error, not-listening. 

9. Loyalty - "Bad mouthing" company, boss, and co-workers. 
10. Regular attendance - Always late, many absences. 
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Unit 9 - Human Relations on the Job 

Lesson 3 - Attitudes and Their Affects on You in the World of VJork - 
Part II 

A* "People become aware of your attitudes by your behavior • Your 
boss sees your positive attitudes when: 

1. The quality of your work is good. 

'"2. The quantity of your work is good. 

3. Your body language shows - eagerness, enthusiasm. 

4. You communicate assertively. 

5. You get along with co-workers. 

6. You arrive to work on time. 

Note: Explain to students this is "flashback"/ since they have 
seen later tapes (#3-8). Emphasize the material, not the 
order of events. 

Introduce the next two parts of the video: "Just Around the Corner'? - 
"Behavior on the Job" and "Responsibilities on the Job" (tapes 
#1 and 2) • 

1. Show video. 

« 

2. Discuss the following points: j 

a. Otto's attitude - no work, all play. 

b. Larry's attitude - good worker, initiative. 

c. Joe's attitude - good worker, good abilities, initiative, 

strengths (personality,^ communication skills). 

d. Smilin' Ed - good work, limited initiative weakness (person- 

ality) 

e. Jones - because of good initiative, (he took an extra course) , 

he received a better job* 

3. Conclude: "Attitudes show m your behavior. Your behavior 
shows the supervisor positive or negative attitudes. Positive 
attitudes are demonstrated in your initiative, cooperativeness , 
dependability, use of strengths to their best advantage, etc." 

C. "Let's briefly talk about negative attitudes." Highlight: 

1. Otto's lack of productivity. Ask: "What is the basis of his 
lack of productivity?" 

a. "His attitude says I don't like what I am doing." 

b. "His behavior shows this in little work, lots of talk, only 

play." 

c. "Otto has no initiative on the job. He also lacks dependa- 

bility (always late, many absences)." 
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"Kis attitude is based on his needs and wants T 



a. Elicit Otto's needs and wants from students: 

1) Need - Otto's top need is esteem "I am a good guy". (See 
Maslow's pyramid Unit 2, Targeted Choice.) 

2) Want - Otto's top want is to deal with people not boxes. 

b. Conclude; '•if otto understood his needs and wants he would 
have probably taken a different job. A job which would 
have matched his needs and wants. This could have possibly 
helped otto have a positive attitude toward work. With a 
positive attitude he probably would not have been fired." 

"What edDOut Otto's non-verbal message?" Cover^: 

a. Otto's boredom which he showed by the careless stackinc 
of boxes, his constant leaving of his work area, repeata'd 
lateness and absences. 

1) State: "Boredom is a negative attitude which showed itself 
in Otto's behavior (lateness, carelessness) . The result 

of Otto's behavior was: 

a) Meeting with supervisor (Joe). 

b) Firing by supervisor (Joe)." 

2) Ask students, "How can you reduce boredom at work?" The 
answers should include: 

a) Quit - play audio tape "Fast Exit" W.O.W. I tape #14. 

b) Get fired. 

c) Whenever possible vary the order of the job duties, 
a) Speak to reliable experienced co-workers about how 

they reduce boredom, 
e) Speak to the supervisor/ s/he may have some good tips. 

b. Another way Otto's negative attitude about his job showed 
up was through his frustration. Mention Otto's frustration 
was shown when "Smilin' Ed" asked him about working. Ask 
students "How did Otto react to Ed's question about work?" 
The answers should include, in anger. 

1) Ask students to brainstorm other v;ays frustration can 
be shown. The list should include: 

a) Throwing things 

b) yelling 

c) Punching someone 

d) Quitting 

e) Walking off the Job 
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2) Ask students, for suggestions to reduce frustrations. 
The list should include: 

a) Quitting 

b) Firing , 

c) Taking a walk 

d) Talking to reliable co-workers or supervisor 

e) Listen to music (distract yourself) 

5, Conclude: ••Negative attitudes like positive attitudes are 
shown in your behavior. If you don't wish to get fired, 
find constructive ways to handle boredom and frustration. " 



"Let's spend a little time undcrstamding how a negative attitude 
affects others on the job. This next filmstrip 'Absenteeism' 
may help you understand why supervisors have to fire employees 
who have negative attitudes. It shows that absenteeisin directly 
affects your co-workers and supervisor. Let^s see how." 

1. Show the filmstrip "Absenteeism" (Guidance Associate tape 3) 

2. Discuss 

a* "What is Kay's attitude towards work?" 

b. "How did Kay's attitude affect her co-workers and the patients?" 

c. "How did Kay's supervisor see Kay's attitude?" 

d. "If you were Kay's supervisor what would you do?" 
Note: Encourage students to use decision making skills. 

^ e. '*What values did you use in making your decision?" 

3. "Kay had a problem which is called a 'values clash' . This 

occurs when two equally importamt values sharply conflict 
v/ith one another." 

» 

a. Explain Kay's value clash: . "Kay values work as a way to 
get money to maintain her lifestyle. Kay also values, with 
the same degree of importance, spending time with her child- 
ren. Kay is trying to keep both satisfied, but they are 
getting in the way of each other. " 

b. Elicit from students whether it is possible to satisfy both 
of these values. 

c'. Have students make Kay's decision by using decision making 
skills. 

Distribute "How Supervisors See Attitudes" page 9-3-2 and 9-3-3. 
Discuss each point. Highlight: 
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1. How positive attitudes increase productivity. 

2. How negative attitudes decrease productivity. 

Questions and Answers. 

Optional exercise - "Too Many Days Absent" (World of Work 
Discussion tape B-2, Situation 3) . 
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Unit 



Lesson 



Title: 

Purpose: 



Lesson Overview 



Dealing with Yoy: Supervisor < 



To help the students understand positive ways of de&ling 
with the Boss. 



Equipment: Audio tape player. 



A. 



Activities 

Introduction to ileal- 
ing with supervisor 

How .supervisors view 
their position 

Problem between boss 
and employee 



How workers deal with 
supervisor 

Role play - Dealing 
with supervisors 



F. Optional exercise 



ERIC 



Time 

10 minutes 

5 minutes 
15 minutes 



5 minutes 



10 minutes 



10 minutes 
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Resources/Materials 



Audio tape - "Supervis-^r 's Are 
Human Too" - (W.O.W. I, tape #8) 

Audio tapes - (W.O.W. I, Dis- 
cussion tapes) 

1. "Do it Our Way" (tape Al, 

Situation 3) 

2. "The Wrong File" (tape Bl, 

Situation 2) 

3. "That's part of Your Job" 

(tape B2 Situation 1) 
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Unit 9 - Human Relations on the Job 
Lesson 4 - Dealing with Your Supervisor 

A. ••The most important work relationship for you is with your 
supervisor. This relationship Can speed up your personal 
progress or slow it down. It can make work enjoyable or a 
drag, it can sharpen your abilities and strengths or it can 
frustrate them. There is no, way to avoid human contact or ' 
human relationships on a job!." ^ 

1. "That Very Important Person - Your supervisor^ good or bad/ 

must be dealt with if you are to succeed and stay on the job." 

2. "it's up to you to understand him/her and' work well under 

his/her kind of leadership. This means: 

a. You have to help by being flexible. 

b. You have to help to provide understanding. 

c. You have to -help build trust. 

d. You have to help build good communication." 

3. "Conmiunication is a great parti of building this relation- 

ship with your boss. Lead a discussion and include the 
following points : 

a. "Before you talk to your boss about your problems, you should 

make sure that it's a work problem. What's the difference 
between work problems and personal problems?" Dividje black- 
board in half and list a few of each. 

b. "When you're ready to talk to your boss, you should make an 

appointiiient. Before the date of the meeting make a list 
of what you wish to talk about. Work your problem through 
~ 'tTo step 3 or aecision making." 

c. "Relax. Think of your boss as a human being. Don't be in- 

timidated. Don't, be buddy-buddy. Be assertive. State 
things positively. Be polite." 

' d. "If your\boss is unfair keep calm. Try to get him to help 
you work through your probl^jn from step 3 to 5 of the de- 
~~dision making process. " 

^B. To help students understand one picture of how the suparvisorT , 
views his job, play "Supervisors Are Htiman Too." (World of Work 
I tape 8) and discuss. 

C. Problems between boss and employee; 

1. "Now that you know supervisors are human and since all human 
beings are different, th..r;*. muSt be many types of supervisors. 
Let's look at some of the typ^s of supervisors.^' Play and 
discuss ^,he following tapes: 
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a. "Do It Our Way"- (World of Work I, Discussion tape Al, Sit- 

uation 3) 

b. "The Wrong Pile"- (World of Work I Discussion tape Bl, Sit- 

uation. 2) 

c. "That's Part of Your Job"- (World of Work I tape B2, Situa- 
i tion 1) 

2. Conclude; "These tapes showed three different situations 
involving sjupervisors . " 

a. "Do JTt Our Way"- A supervisor is shown enforcing company rules. 

b* "The Wrong File"- A supervisor is seen offering constructive 
criticism to an employee. 

c. "That's Part of Your Job"- A supervisor is heard enforcing 

a job description* 

d. Supervisors have many roles or tasks to play at work. Have 
students list other roles • The list should include: 

1) Supervisor of rules and regulations, 

2) Supervisor of job; duti*es 7 

3) Constructive criticizor. 

4) Evaluator. 

D. "We discussed how supervisors deal with workers. Now, hov; do 
workers deal with supervisors?" 

1. Ask: "What would you do if your supervisor is unreasonable?" 
The list cihQu Tfj innludp? 

a. "Discuss your feelings with the supervisor^ Remember to use 

assertive communication. Be polite." 

b. "Check with other workers. See if they have the seune problem." 

c. "Get suggestions from co-workers. Think before you use them. 

Use decisions making skills." 

2. Ask: "How would you deal with a boss who did not live up 
to his job duties?" Develop a list. 

3. Conclude: "Supervisors are your bosses. They can hire or 
fire you. You do not have the power to fire them. If the 
job is important remember: 

a. Be flexible. 

b. Keep communication going. 

c. You have a job to do." 
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. Role play» Remind students before each role play to use their 
communication and decision making skills in the role play. Read 
the situations. Choose two students to role play each one. 

1. "Henry is a truck driver for the Acme Frozen Food Company. 

Henry has been on the job for three weeks. He was at a 
party the night before and hasn*t had much sleep, -^-t's a 
hot summer afternoon. Henry is 40 miles from the warehouse. 
His truck is loaded with frozen food for the local super- 
markets^ His truck steps • Henry checks the gauges • .The gas 
gauge shows no ga«. Henry forgot the first rule of the com- 
pany ^ always oheck the gauges before "you start a trip. Henry 
has tc walk five miles to a phone. When the tow truck arrives, 
the frozen food has begun to defrost. When he arrives at the 
warehouse, the food is spoiled, Henry knows the boss will 
be mad," 

a. Have Henry start the role pldy? wha^ will he say? 

b. liow will the boss respond? 

2. "Tom, was just appointed new floor supervisor. Every Tuesday 

it is a company policy for all floor supervisors to meet 
with the President of the company. Tom has spent two full 
days preparing for the fir;^t meeting. He receives a phone 
call Tue?5day morning from the President's secretary, she 
surprised Tom by askincj; 'Where were you yesterday (Monday)? 
We missed you, * " 

"Tom knew the President's secretary always called to alert 
FXoor Supervisoris about the meietings. What happened to 
Tom's call about the change of the meeting date? Why didn't 
Tom's seci^etary tell hi.m about the change in the date? Tom 
looked around on his desk and found a memo frcvm his secretary. 
The memo said? 'Meeting cancelled Tuesday 10/22, changed to 
Monday, 10/21.' Tom was so busy with his ideas he forgot to 
— check his^nffysBagesr;^^* 

ae '^What should Tom do?'* 

b. "Should Tom talk to the President? what should he say?" 

c. '*What will the President say to him?" 

3. More "On the Job Situatioxis" can be created by you f or * role 
plays. 

4.. After each role play discuss the students' decisions and com- 
mOTiication skills. Check with other students for alternative 
courses of action. ^ ' ^ 

5. Note the students* behavior: aggressive, passive or assertive. 
Inform students of their behavior and, discuss the conse- 
quences of each behavior pattern. If these behavior patterns 
didn't occur, mezition them. Then cover consequences of each. 
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F. Optional exercise-Role play and discuss afterwards: 

1. Dealing with a male boss -"Your male boss (Hank) gives a lot 
of instructions for a job at ohe time. He then expects the 
job to get done. You have been on the job for four weeks. 
This is the first time you are doing a job alone. You have 
just received your first set of long instructions. Half of 
them you have already forgotten." 

a. "what should you do?" 

b. Should you do only what you remembered?" 

^ c. "should you ask the boss to repeat the instructions?" 

2. Dealing with a female boss - Use the same situation. Sub- 
^ situte a female boss (Mary) for the male boss (Hank) . After 

this role play, ask the students: 

a. "how did you deal with the male boss?"* 

» • 

b. ^How did you deal with the female- boss?" 

c. "Were thfc- decisions different?" 

d. "Why?" 

, Note: Encourage students to use, decision making and communication 
skills. If the decisions between male and female bosses 
differ, ask students to check their value system." Discuss 
this further if necessary. 
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Unit 



Lesson 



Lesson Overvlev 
Title: Dealing with Co-workers 

Purpose: To assist students in the use of skills to build good 

relationships with co-workers. 



Equ\pment: 



None. 



Activities 

A. Introduction to deal- 
ing with co-workers 

B. Importance of good 
co-worker relation- 
ships 

C. Types of co-workers 

D. Problems with co- 
workers 

E. Strategies to deal 
with co-workers 

F. The helpful co- 
worker 



-<=h — Summary >f c o-worker - 
relationships 

H. Optional exercise - 
Rate the 'six types of 
co-workers 

I. Optional exercise - 

^ Team interdependency 
role play 
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Time 

2 minutes 

5 minutes 

10 minutes 

3 minutes 

. 5 njinutes^ 
5 minutes 



5 minutes 



10 minutes 
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Resources/Materials 



4.70. 



Unit 9 - Hujman Relations on the Job 
Lesson 5 - Dealing with Co-Workers 

A. State: "Last lesson we talked about getting along with your 
supervisor. Today, we will discuss how to get along with 
your co-workers. 

B. "itJs important to learn how other people on the job feel about 
you and your work. It's important to keep these feelings posi- 
tive.** Elicit why it's importcuit to keep feeling of co-workers 
positive. List the responses suid discuss each: 

1. "To keep the team work going well, workers .depend on each 
other to get their jobs done. This is true 6f all jobs v;hich 
have more than one employee. 

2. "So co-workers share information." 

3. To keep yourself and others comfortable. 

C. Ask: "With what type of co-workers do you think you would 
enjoy working?" List the answers and discuss each. The list 
should include: 

1. Helpful co-worker - patient, polite, helpful and supportive. 

2. Unhelpful co-worker - rude, won't answer your questions, talks 
about everything negatively., including you. 

3. Slave driver co-worker - waijts you to do 'everythj-ng for him. 

4. Loner worker - wants to be left alone; nobody helps him and 
he helps nobody. 

i 

5. Talkers - continuous, non-stop talker. ; * 

6. The "know it all" - s/he can ^nd will tell you everything ^ ^ 
you need to know, right or wrong. 

*• 

D. "The problem with #2 through 6 is that they slow down productiv- 
ity, e.g.: the co-workers which were un-helpful, slave drivers, 
loners, talkers and know-it-alls limit their time working by 
doing non-productive jobs. No employer pays you to sit alone 
because your task is done or to spend your time talking." 

Elicit and discuss strategies in dealing with co-workers. The 
strategies should include: 

^1. "Limit the 'talking co-worker's' time with you during work 

hou;rs by using your communication skills. Be assertive, e.g., 
tell the talker you are busy, but you'll talk to him after 
work . " 

• 
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2. "Try to build a relationship with the 'un-helpful' co-workers 

by helping him/her when they need it. Maybe when the time 
arises they will help you." 

3. "The know it all. He likes questions, so ask him ones you know. 

Don't get into trouble with wrong information." 

4. "Trie Slave Driver - He wants control. Be assertive. Tell 

him/her politley you are busy with ypur own work." 



P. "We have discussed problem co-workers. Let's now listen to a 
helpful co-worker." 

1» Play advice from an experienced co-worker .(World of Work I, 
Discussion tape A-2, Situatibn 2), 

2. Discuss her: 

a. Helpfulness 

b. Patience 

c. Supportiveness 

d. Courtesy 



G. Conclude: "Co-workers are human, with many different person- 
alities. Try to work with all co-workers whenever possible. 
Remember you have a place on the team. Fellow workers will 
depend on you. So: 

1.^ "Remember some of the types of workers and the strategies 
for dealing with them which we talked about today. The 
strategies will keep good feelings going between you and your 
fellow workers. That will help you do your job well." 



"Renjember the image you wish to show, your good attitude,, 
and your future on the job.' 



H. Optional exercise. 



1. 



Note; 



a. 
b. 
c. 



Have students rate 'in their order of preference (with whom 
they would most like to associate) the six co-workers dis-^ 
cussed earlier. Ask them to explain their decisions. Which 
values did they use? 

Encourage them to use the decision making process you have 
taught them. 



The problem - rate co-workers. 
The choices - talker, know-it-all, etc. 
Evaluate the consequences of each choice, 
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Optional exercise - Team interdependency role play. 

This role play is used to reinforce the concept of team work and 
the importance of each member's full participation. The topic of 
this script can be altered as your situation requires • The use of 
classrdom furniture or equipment will add to the pantomime • 

The|3cript - A racing car pit stop. 

1. Select a student to portray each of the following: 

.a. Front left tire changer. 

b. Front right tire changer. 

c. Back left tire changei:. 

d. Back right tire changer. 

e. oil chamger. 

f . Radiator checker. 

g. Windshield cleaner. 

2. Give the student a description of their jobs, e.g., the » 
radiator checker has to: 

a. Get a rag. 

' b. Open radiator cap. 

c. Check coolant level with an instrument. 

d. Adjust level of coolant. 

e. Fill with water. 

f. Replace radiator cap. 

Note: Each worker should have the same number of tasks, (the 
above has 6) . 

3. After each worker has received their job assignments, tell 
them; "the car you are servicing is the second car in the 

— ^race^^ — If^o u wo rkr^g eLher and q u i c kl-y^oxr ^ay w in. i-f 

you win, a big bonus will go to each of you. Time is im- 
portant, work together. If you finish help another worker. 

Note: It may help with time to have each student's job tasks 
written on an index card; 

•4. Use a stop watch or a minute glass^to evaluate their time. 

You may wish to set a time limit of a minute, 2 minutes, etc, 

5. After the rolet play, critique the workers cooperation and 
efficiency. Emphasize, how their efforts got the job done 
or didn't. Relate this to team work in the world of work. 

Note: You may wish to have two teams cpmpete and add a new 

dimension of competing corporations or businesses. For 
other suggestions on other pantomime role plays see 
"Teaching Tips", "Appropriate Tricks". 
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Unit 



9 



Lesson 



Lesson Overview 
Title: Dealing with the Customer. 

Purpose: To assist the students in the use of decision and 
coitonunication skills on the job. 

Equipment: Audio tape player, fJLlmstrip projector/audio tape player, 



Activities 

A. Introduction to deal- 
ing with customers 

B. Types of customers 

C. Strategies for deal- 
ing with Customers 

D. Summary 

E. Trouble situaf'on 
with a customer 



F. Summary 

G. Questions and Answers 

— RalH~p2t?S'^ 

I. 



(Optional) failure to 
communicate 
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Tine 

2 minutes 

3 minutes 
10 minutes 

2 minutes 
10 minutes 

1 minute 

2 minutes 



lb minutes 



5 minutes 
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Resources/Materials 



Audio tape - "Handling a Trouble 
Situation with a Customer" 
(World of Work 3, tape 8) 



Pilmstrip/audio tape - "Failure 
to Communicate" (Guidance Assoc- 
iate/ filmstrip 2) 



474 



Unit 9 - Huanan Relations on the Job 
Lesson 6 - Dealing with the Customer 

A. State; "Many workers are people-servers. The job of a people 
server is to serve the customer. " 

1. Brainstorm a list of jobs which involve customers • 

2. Explain; "Satisfied customers return and bring friends, 
neighbors and family. Without them the business will not 
make money. If the business doesn't make money, you are 
out of a job. So, take care of the customer." 



B. "Since customers are human too , there are different types of 
customers. Let's list some of these. The list should include: 



1. 


The 


patient and understanding customer. 


2. 


The 


impatient "It's all your fault" customer. 


3. 


The 


loud and aggressive customer (pushy) . 




The 


Unclear about what they want customer. 


5. 


The 


know it all customer." 



C. Continue: "Customer satisfactipn is your job. How would you 
deal with each of the listed customers." Help the students 
through discussion to identify strategies for each customer. 
• These should include: 

1. The impatient "itis you fault customer": ''Use communic^tioli 
skills. Be assertive. Be polite. Explain you would like 
to help the customer get out quickly but in order to serve 
him/her well, it will take a few minutes." 

2. The loud and pushy customers "Be calm. Keep your voice down. 
Remember your image as a worker. Remember, keep the customer 
satisfied. Relax. Serve the customer and keep your assert- 
ive skills handy." 

3. The "unclear about what they want customer" - 



a. Use of good communication skills; 

1) "Be a good sender, ask clear questions. 

2) Be a good listener or receiver. Pick up as much information 
as possible. " 

b. Use decision making skills. Below are two steps of the 
process: 

1) "Help the person identify a problem they wish to solve. 



2) Help them identify choices. 



4. The"know it air: "Don't get caught in technical terms you 
don't understamd. Use communication skills. Find out as 
politely as you can other names for the object or product 
they are talking about." 

D. Conclude: customers are human beings. . Like all human beings 
they are all different. We discussed afew outstanding probler. 
customers and strategies to deal with them* Keep your communica- 
tion and decision making skills sharp. Use them." 

E. ••now let's learn how two different employees handle a problem 

customer. " 

1. Play •'Handling a Trouble Situation with a Customer" (World or 
Work 3, tape 8) . 

2. Discuss the 2 strategies used. 

3. Have students decide which was the best or most effective way. 
Why? . 



F. State: "There are as many strategies as there are people. 

Remember the best strategy is the one which solves the problem, 
and: 

Keeps the customer satisfied. 

b. Is withm reason. 

c. Makes you feel comfortable. 

d. Let's you look good to your boss. 



G. Questions and Answers. 



H. Role plays - read the situation. Choose students to role play 
each one: After each role play/ discuss the choices. Empha- 
size the consequences of each decision. 

1. "You are a cashier for a local supermarket. You have just 

completed ringing-up a large grocery order • The cost of tho 
order is $43.00 The customer gives you $50.00 in two twent- 
ies and one ten. You put the money in the cash drawer. You 
give the customer $8.00 change. The customer complains tliat 
you- short changed him. Hs then states that he gave you $60.^-0, 
(three twenties!. 




a. What do you say to the customer? 

b. What do you say to your boss?" 

2. "You work for the complaints department of a local clothing 
store. Pl woman customer is returning a dress without the 
sales tags. The dress looks like it has been worn more 
than once. It is company policy not to take returned cloth- 
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ing without sales tags. The woman is now demanding the 
return of her money* 

What do you say to the customer? " 

Note: Try to encourage several different behavior patterns 

(aggressive, passive and assertive) . Discuss the conse- 
quences of each. 



I. Optional - "Failure To Communicate" sound filmstrip from the 

^rnS^n^T^'^^V^ !!?^^-^ "^^y this in addition 

to Handling a Trouble Situation with a Customer." The film- 
swrip discusses customer dissatisfaction when a worker doesn't 
communicate effectively. 



{ 
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Unit 9 

Lesson Z 

Lesson Ovrviev 
Succeeding in a New Job. 
To Review the Unit. 



Equipment: None. 



Activities 


Time 


Resources/Materials 


A. Review of Unit 


20 minutes 




B. Four points for .suc- 
cess on the job 


5 minutes 




C. Summary 


2 minutes 




D. Review Questions 


18 minutes 


Handout - "Review Questions'* 
page 9-7-2 


1^ E. Answer Key to Review . 
^ Questions 






- 

• - 


• 
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Title: 
Purpose: 



Name 
Date 



Unit S - Review Questions - Human Relations on the Job. 

1. Read the following statements. If you agree with a statement, 
write agree on the line in front of the statement. If you 
disagree, write disagree on the line. 



_ 1. One of the important factors in job success is attitude. 

_ 2. Frustration is a sign of positive attitude. 

^ 3. Boredom could be > sign of negative attitude. 

_ 4. Aggression is the best physical and emotionaPway to 
take out your anger on someone else. 

5. The person with a negative attitude " about his/her iob 
IS not very enthusiastic about it. 

_ 6. One of the most important workinq relationships is with 
your supervisor. 

_ 7. No matter what kind of boss you have, it is up to you 

to learn to understand him/her and work well with him/he 

^ 8. When you are given directions about how to do your work, 
it is. all right to do a job differently if you know a 
better way. 

^ 9. The person who enjoys his work is usually a good worker. 

_10. If you cannot be loyal to your employer and to the com-' 
pany, it may be best to look for another job^ 

11. Your employer should evaluate your woxk_ and. teUL yoa 
what is good and bad about how yoa do your job. 

12. In order to get along with co-workers, it is best not 
to offer to help them if your work is done. 

13. The worker who tells you about a mistake you are making 
in doing your work, is doing yoli a favor. 

14. If you are not sure about how friendly you should be 

as a beginning worker, it is best to be overly friendly. 

_13. If you are fired from a job, it is okay to yell at the 
boss and tell him off. After all, you have nothing 
lert to losa. 

16. when you start a new job, it is a good idea to be sure 
the other workers know about your training and education 
You should impress them with how smart you are because 
they will like you better. 

17. It's a good idea to .eat right and get plenty of sleep 
when you're starting a new job. 
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If you goof on the job, cover it up. Don't let anyone 
know, because you will look bad and maybe lose your job. 

19. If you heed tp write down instructions, don't do it 
while the person giving them to you is talking or 
watching. 

2 0. When you leave a job, you should try to leave it "with 
your best foot forward. The boss will be more likely 
to give you a good recommendation. 

21. Discrimination is a form of labelling. 

22. Attitudes are effected by values. 

2 3. Absenteeism could be a sign of a negative attitude 
towards the job. 

24. Hviman Relations on the job includes working with 
your boss, co-workers, and customers. 
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II* Write P in front of eight behaviors which reflect a worker's 

positive attitude. Write N in front 'of "eight negative behaviors. 
Any others, that you identify correctly give you extra points. 

1. Smiles easily. ^ 

2. Critical of others. 

3. Blames others for misteOces. 

4. \ Complaints a lot. 

5. Able to seie the other person's point of viev/. 

6» Has many interests. •> 

7. Almost never complains. ^ 

8. Thinks about what is helpful to co-workers. 

9. _ Looks others in the eye when talking. 

10. Must be lead by the hand, shows no initiative. 

11. Accepts responsibility for own mistakes. 

12. Thinks only of self, "What's in it for'rae?" 

13. Often makes excuses. 

14. Willing to change ideas / dress or behavior, 

15. Rarely smiles, may frown a lot. 

16^ Rarely makes excuses. 

17. .Respects ideas of others. 

18. Willing to take the initiative: looks for things to do, 

19. Is often bored. 

20. Tries to force ideas and opinions on others. 

21. Discrimination on the jbb in hiring practices. 

22. Tardiness and absenteeism. 
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Unit 9 - Human Relations on the Job 

Jjesson 7 - Succeeding in a>New Job 

A. Highlight- ^ 

1* "Attitudes: 

^a-. Are based on values. « 

b. Are visible in ^our behavior. 

Cr Can help you succeed or fail on a job. 

d. Can be changed.** 

2 . ''Discrimination: 

a. Is an attitude* 

b. Is based on generalizations. 

c. Restrj.cts people's abilities to be treated fair.ly." 

3. Dealing with your boss or supervisor. 

a. /We discussed what supervisors are and what some of their 

tasks on the job are. 

^ 1) Supervisors are human too. 

2) Supervisors make errors. 

3) Supervisors have the power to hire and fire you." 

b. . "Here are some tips or strategies to develop a good relation- 

ship with your supervisor: 

1) Be flexible. 

2) Be under stemding. 

3) , Help keep coiranuni cations- going. 

4) " Make app6intments when you need to see him/her. 

5) Know the difference between work and personal problems. 

6) Be polite. 

7) Watch your attitude. Keep it positive. , It does show." 

4. "Dealing with yovir co-workers; 

a. All co-workers are human. 

b. Some you will like better than others. 

c. Be helpful. 

d. B^ patient. 

e. Be understanding. 

f. Keep good communication going. 

g. All workers are a member of a te^m. each depending on the 
others to get the job done." 

5. "Dealing with the customer. 

a. Serving the customer is your job. 

b. Keep good communication going. 

c. Use good decision making skills to be sure the customer 
leaves with the correct product or service. 
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Keep the customer satisfied." 

B* Discuss things which increase success on the job: 
!• •Positive attitude. 

2. Your strengths. 

3. /your abilities. 

4. Your training and willingness to increase your skills level" 



C. Conclude: "All ot these , things are needed for on-the-job 
success. Your^;uccess is mostly up to you. Prepare well 
and work at it. It doesn't come easy to anyone. Use your 
skills of communication and decision-meUcing to your best 
advantage." 



D. Distribute "Review Questions." 



E. Review Question Answer Key. 
Part I 



1. 


Agree 


11. 


Agree 


21. 


Agree 


2. 


Disagree 


12. 


Disagree 


22. 


Agree 


3. 


Agree 


13. 


Agree 


23. 


Agree 


4. 


Disagree 


14. 


Disagree 


24. 


Agree 


5. 


Disagree 


15. 


Disagree 






' 6. 


Agree 


16. 


Disagree 






7; 


Agree 


17. 


Agree 






8. 


Disagree 


18. 


Disagree 






9. 


Agree 


19. 


Disagree 








Agree 


20. 


Agree . 






Part II 












1. 


P 


9. 


P ■ 


17. 


P 


2. 


N 


10. 


N" 


18. 


P 


3. 


N 


11. 


P 


,19. 


N 


4. 


N 


12. 


N 


20. 


N 


5. 


P 


13. 


IT 


21. 


N 


6. 


P 


14. 


P 


22. 


N 


- 7. 


P 


15. 


N 






8. 


P 


16. 


P 







ERIC 



9-7-6 



483^' 



Unit L 

Lesson .JL 



Lesson Overview 



Title: Changing Jobs 

Purpose: To assist the students in the \inder standing of the^ charact- 
eristics of job changes.. 



Equipment: Audio tape player. 



Activities 

A. Introduction to 
changing jobs 

Vcjabulary of job 
r ^vement 

C. Characteristics of 
job moves 



D. Summary 

E. Role Play 
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Time 

3 minutes 

5 minutes 
20 mi-nutes 



2 minutes 
15 minutes 
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Resources/Materials 



Audio tape - (World of Work 
Discussion tape) 

1. "Asking for a Promotion" 
(tape D/ Situation B) 

2. "BOSS/ I Found a New. Job" 
(tape Situation A) 

3. "Do You Think I Should Quit 
(tape D^ Situation C) 



484 



Unit 9 - Human Relations on the Job. 
Lesson 8 - Changing Jobs 

Note: This lesson appears after the "Review Questions" as intro- 
duction to thie next unit, "Looking Ahead". 

A. State: "There ^ire several types of job changes: 

1. Ycu can chamge jobs within the company. -.This is called a 
promotion. 

2. You can c-hange jobs by resigning or, quitting. 

3. You can be asked to resign. 

4. You can be fired." 
• > 

B. "Before we discuss the different characteristics of each type 
of job move, let^s talk about the vocabulary of changing a 
job. " Ask students to define: 

1. "Quit - To leave the company immediately." 

2. "Resign (resignation) - To notify the boss in advance that 
you plan to leave the company." 

3. ' "Fired - To be told to leave by the boss because of poor per- 
formance." 

4. "Promoted - To advance in a higher position within the company." 

5. "Laid-off - To be asked ±o leave by your boss because of a 
shortage of work or money." 

C. Continue with a discussion of the characterisitics of each job 
move. 

1. Changing jobs within the company. 

a. "Promotion - To move an employee to a position higher than 
his/her present position. This moVe includes salary in- ^ 
creases amd new responsibilities. Let's hear ^ tape 'on 
how to ask for a promotion." Play and discuss "Asking for 
a Promotion". (World of Work l/ discussion tape D Situation 
B.) 

b. "Lateral movement - To move an employee to a position equal 
to their present position. The salary doesn't change. The 
job responsibilities do change. The job machines and/or 
office will also change." 

2. Changing jobs outside of the company. 

a. "If -you find a job which offers better advancement, pays 
more, or offers more security, you may decide to leave 
Q your present company. This leaving is called 'resigning'," 
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Ask students if they Jcnow about the process for resigning. 
The list should include: 



•*Two weeks or more notice ^ to your boss in advance of when 
you leave. This notice can be in the form of a letter or 
verbal. It should include the reason for leaving.: 

b. '•Some resignations are for advancement or promotion others 

are for lateral movement. The lateral movement with the 
new company could include better pay, botter benefits, etc." 

c. Play and discuss tape '•Boss, I Pound a New Job" (World of 
Work I, discussion tape D, Situation A) . 

Quitting - 

a. "This is usually done in amger. You have been unhappy at 

the job and decide to leave. Quitting is usually done 
without planning for the future. Usually the quitter has 
not lined up another job." 

b. Play and discuss World of Work I, discussion tape D, Sit- 
uation C) "Do You Think I Should Quit?" 

c. Discuss topics: " " 

1) *"What things should you consider before quitting?" 

2) "What information should you give your boss before quitting 

3) "Will quitting create problems when you look for your next 
posit ion 

4) "Should you expect a good recommendation frorii your boss?" 

Fired -"This occurs when the boss is. unhappy with your per- 
formance on the job and asks you to leave. You didn't meet 
his expectations." 



a. Ask: "What's the best thing to do now?" The answers shoui* 
include: 

• 1) Leave. 

2) Argue with the bv^ss . 

3) Try to convince the boss he is wrong. 

b. Role play several of "these -^situations. Emphasize aggressi^'c 
g passive and assertive behavior. Discuss the consequences 



c. Remind the students of Ottc in ''Just Aroxind the Corner". 

He was fired because he was in the wrong job. What happen-- 
ed when Otto found the right job? Again, their needs, wants, 
values, interest and strengths are important in good job 
selection. 

Lay-off - Remind students of Larry in "Just Around the Corner"- 
Larry was asked to leave because of a shortage of company money. 
Larry was a good worker. Ask students the difference b^tv^een , 




of each. 
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being fired and being laid-off. The list should include: 

Lay-off Fired 3 

1. Unemployment benefits 1- No unemployment benefits 

2. Good reforence 2. Bad or no reference 
^3. Would be askedvto return 3. Would not be, asked to 

4. Worker can^t control (good return 

workers can get laid-off) 4. Worker generally can 

control (good workers 
generally don't get fired) 

D* Summary. 

1. State: "There are several ways to leave a job. You can: ^ 

a. ' Quit. 

b. Resign. 

c. Be fired. 

d. Be promoted* 

e. Be laid-off 

2. Ask students to quickly list th^ definitions for each. 

3. Encourage students to minimize the number of .their changes. 
Encourage job change only as a method of growth and experience. 

E. Role play - read each situation. Pick a student for each char- 
acter. Encourage different behavior patterns (aggressive, asser- 
tive aoi passive) and discuss the consequences of each. 

Situation 1 - "You have been on the job as a cashier for four weeks. 

The boss calls you in and says you are fired. Your 
cash drawer has been short every day. 

a. What should you do? 

b. What should you say?" ^ . 

Situation 2 ~ "You are being laid-off because the company is losing 
money due to lack of sales. 

a. What should you say to your boss? 

b. What information would you need before you leave the company? 
Possible answers - "When will I be able to return? Do you 
know of, or anticiapte, any job openings?" 



3 

Call your local unemployment office for exceptions to this statement. 



ERIC 



iB7 



OVERVIEW OF UNIT 10 - "LOOKING AHEAD" 



Unit Purpose 

To have students: 

«- Begin looking at and plzmning their future / particularly 
regarding their future in the work world. 

- Review their values and career choices to see if anything 
has changed during the course* 

- Be sure they underst2Uid how the complete course fits together 
and why all this information is important. 

- Begin planning their immediate future regarding the world of 
work. 

- Evaluate the course content, style and methodology. 
Unit Lessons 

Lesson 1 - Looking ahead . This is the only lesson for this anit. It 

may be delivered in one or two 45 minute sessions (see lesson 
^ note) . The lesson addresses all of the purpose statements 
listed above. 



4 
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••LOOKING AHEAD" 



Unit Motes 



This unit should be focused in one of two ways 1) for 
students about to begin an actual job search or employment; or 
2) for students who will be putting their effort into further 
education or training in the immediate future. For the first 
group ; a review of Units 2, 3, 5, and 6 for those about to begin 
a job search, or Units 1, B, and 9 for those about to begin ^ 
employment, should be coupled with encouragement to remain in 
contact with the instructor and classmates for support, feedback, 
or advice as problems arise* The clasa can be continued as a 
formal support/follow-up group meeting once or twice a week for 
as long as needed. Students should be encouraged to discuss 
their successes, frustrations, hopes, and disappointments; as well 
as problems or questions they have about their job search or job. 
For students looking for work, this group could function as a 
"job finders club**, where students share job leads, encouragement, 
and help keep away the job-hunting blues. 

The second group mentioned above, those w>-j will be con- 
tinuing with their academic and/or vocational training (by choice 
or because they will be in a residential facility for an extended 
period of time), should be reminded of Units 1 and 2, particularly 
the beginning they made toward identifying an appropriate career 
area. They should be encouraged to pursue this further through 
reading, talking with people working in that field, and by con- 
t:ixvuing to examine their interests and abilities. 



These two foci are not mutually exclusive; both groups should 
address both issues, but the emphasis of this unit should be most 
heavily* targeted toward the youth's immediate future. Youth about 
to enter the work force should be encouraged to continue their own 
career research and examination; and youth who will not be working 
or looking for work in the near future should still be reminded 
of all the skills they will need when they do go to work. 
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unit ^IQ 
Lesson 1 



Lesson Overview 



Title: 
Purpose: 



Looking Ahead 



To summarize the course arid give students an opportunity to 
begin planning their life in the work world. To have students 
evaluate the course* 



Equipment: None. 



Activities 

A. How you will earn your 
living 

B* Where 'are you §oing? 

C. Any changes since the 
start of the course? 

D. Course summary . 

Planning for the next 
few, weeks/months . 

Students* evaluation of 
the course 



Good-bye 
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Tiae 

5-10 minutes 

10-15 minutes 
5-15 minutes 

5-10 minutes 
10-15 minutes 

10-15 minutes 
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Resources/Materials 



Handouts- "Your Opinion" page 10- 
1-2 and "Overall Evaluation" 
page 10-1-4. 
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Nana 



Coptionai) 



.yaiR OPINION 



Pltiase rate each type of teaching activity we used, Mark the box to shof/ 
h«/ useful it was in helping you learn. 




I. Teacher talked to the 
^ class. 














2. Class discussiai. 














3. Small group discussion. 














4y Doing a writlen exercise 
and talRing about it. 














3. Doing exercises that.^ 
showed you information 
about ^oumelf. 














6. Role playingj (practic- 
ing)^ 




t 




A 






7. Watching videos. 














8^ Watching filins trips.. 






i 








'9'. Listening to tapes. 














10. Doing the nxview qu^is- 
tion^. 















What most helped you le^im? 



What was the least help"5ul in your learning? 



What would help you leacn better? ' , 

— — — / 



Effi ...... . „ 



Please rate the topics we covered. Mark those ^ich were interesting and 
useful t^ you« 




• 

Who ^im I? 










< 


• • 

WiatVCareer Should I 
Choose? 








\ 
















How - Can I Look. for a 
Job? ^ 












A 

Want Ads and Employment • 












CoaxoLjnicatigrr Skills • 




* 






X 


Applications 




I* * . . 








Interviews 












Decision Making Skills * 












Infomdtion for a Naw 
Worker 


s 










Atti.tudes and Behavior 
pnrthe-'job 












Looking Ahead 
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NAME 



DATE 



(optional) 



OVERALL EVALUATION 



We need to know what you think you learned in the class sessions 
and whether you feel they were of value to you, 

1* What things do you know more about because of these sessions? 

(examples: my values, different approaches to decision-making f 
career clusters, how to find a job, how to keep a job, etc,) 



2. Are there things you think you can handle better in your life 
bec a use of theiie sessions? (examples: . how to find or keep a 
job, getting along with others, making good decisions, being 
in charge of my life.) 



3, Was the time you put into this class w,orth what you received 



5. Do you think you looked at things in these sessions that are not 
covered elsewhere? , Yes No (explain briefly) 



6. Would you reconinend this course to a friend? Yes 

Why or Why not? 




from it? 



Yes 



No (Why?) 



How does this class compare to other courses? 
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Unit 10 - Looking Ahead 



Lesson 1 - Looking Ahead - - 

Note: If students (or you) are anxious to end the course, complete, 

this material in 45 minutes. If the students enjoy discussion, . 
planning and feedback, tl^is can be easily expanded to two 45 ' 
minute lessons. The first lesson could end after Section D. 
Sections E and F can be easily expanded with a vocal and inter- 
ested group. The students' feedback is important, so be sure 
you leave sufficient time for that. If you plan to post-test 
the students, you will need to cover this material in two lessons. 

A. Begin this lesson with: "This is the end of the course. We have 
covered a lot of ground to grjt you ready for the world of work. 
Your future is filled with decisions you will have to make. One 
of these is how you will get t he money yo u will_need i-n 1 1 yonr 
lOrfestyle*" ilave s tudent^brainstorm general categories. Summarize 
the brainstorming along these lines: 

1. "There are four basic ways to do this: 

a. You can work at a regular job. 

b. You can marry a rich person or let your spouse earn the m^ ey 
for your family. 

c- You can go on welfare, 

d. You can do something illegal." 

2. "Each optibn has different consequences, even though they all 

have the same outcome of earning you money, or do they? 
^^L'^t-'s evaluate these four choices more closely." 

a. " Doing something illegal : You might get away with it - but you 
might get caught and your chances of getting hurt or killed 
or are very high. Many of you know what it feels like to 
get caught doing something wrong. Getting caught breaking 
the law can be rough. Doing something' illegal offers no 
security, safety or fringe benefits. "Maybe you'll live in " 
jail, or *get knocked off. You may make a bundle of mone^, 
but many criminals end up poor and on the run." 

" Going on Welfare : Welfare is pretty secure; the check comes 
every month. But often, you even have to work for that - 
and, you can't choose where. There are no chances for advance- 
ment and the 'pay' is pretty poor. Even the medical benefits 
aren|t what they once were. Welfare is good for emergencies, 
but if you hava other options, you'll be better off pursuing 
them." 

c. " Marrying into money: The richer your spouse, the more 

money you'll have, but marrying for money could end up in a 
quick divorce. You could marry someone you like and let him/ 
her earn all the money. That might work out, but what happens 
•if your spouse is laid off, or is disabled, or dies; or what 
^ if you want more money than your spouse is earning? 
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If any of these happen, you'll have to look for a new spouse 
and/or choose one of the other 3 options*" 



d. " Working legally ; Going to work can seem pretty tough-having 

to be there regularly, maybe doing things you don't like to do, 
and putting up with a whole bunch o£ rules your employer sets. 
But you live with rules and regulations no matter whether you 
work or stay home. In the long run, only working offers you 
a safe, secure way to meet your needs. In the long run, work- 
ing offers you the most freedom to be yourself and to do what 
you want. You may not start out making much but in the world 
of work, if you do your job well, you may get promoted, AlTter 
awhile, you may be making a nice, comfortable living, if you 
stick with it through the rou gh times," 



3. "You are the one who has to decide. I hope you choose to work 

legally," 

4. If this introduction has elicited responses from students , explore 
further and reinforce working as the best option available. 



B, Continue as follows: 

"Over^ the last few weeks (months) we have spent a lot of time talk- 
ing about and exploring such things as effective communication, 
values, decision-making, work attitudes and expectations. The 
idea was to give you a chance to look at yourself and your skills, 
and to look at work in a different way, , 

Sometimes the hardest thing to look at is yourself. But if y6u don't 
know what you want and need to make you happy, how in the world > 
can you get it? Surely you don't want to depend on chance to 
bring it to you, " 

1. Read the following statement or write it on a flip chart: "If 
you don't know where you're going, you'll probably end up some- 
where else. '• 

2« Ask the students what this means. Discuss. 

3. Ask them where they see tHemselves going. Discuss. 

Tell them you have another handout for them, (Couldn't have a 
last lesson without a handout or two!) Say: "This forP' is to 
help you begin making plans for your future. You have to learn 
how to play basketball and practice often before you car* play 
on a championship team. Likewise, you hav6 to learn abou!: the 
world of work and practice its rules before you can get a good 
job. You also have to learn about yourself and improve yourself 
to get that job. To do all the learning and practicing rigl:t, 
a basketball team has a coach, I've been filling that role \dth 
you for this class ^ but now you are going out? on your own. This 
form will help you identify those areas in which you need more 
practice. 
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a* Distribute the "Looking Ahead" handout. 

Discuss questions 1 and 2* 

c. Then explain that they need to do something now to achieve their 
goals listed in #1 and 2. They are probably not qualified for 
any of their goals as yet. 

d* Questions 3, 4, and 5 address this need for planning and help 
students identify their resources and barxiers.This is a career 
advancement strategy. Encourage students tQ spend some tijne with 
it and think about these questions carefully. Tell them that 
they have to earn their right to a job by first developing the 
necessary qualif ieationsr skills, experience, edTucation, att- 
itudes and behavior. By enhancing their qualifications, they 
will be eligible for better jobs. 

e. Stress that the skills they have learned in this course will 
help them progress towards their goals. 

f. Conclude by encouraging them to evaluate how realistic their 
goals are. Help them revise their goals as neede d. _^ ^. 

Note: Be sure to emphasize that you are not asking the youth to 
plot out their whole lives. They are still young and will 
change their goals many times. The key point is to have 
some medium and long range goals, and not to live from day to 
day. To achieve these goals, youth must develop a strategy 
on how they will get from here to there. If they have chosen 
goals that they care about,, they will be motivated to develop 
a strategy for reaching them. 

Continue with: "You have learned about many things during this 
course. Let's go hack to the beginning and see if any of your 
ideas have changed." 

1. Tell learners to take out their "Job Choice Survey" handout 
(page 1-^^- 2 ) . Have them compare the choice they made with 
their one /ear and five year goals. Does the choice fit? Dis- 
cuss any difference or changes. 

2. You may wish to refer back to other handouts from earlier units, 
particularly Unit" 2. 

3. If students do notice changes, talk sQjout why their values or 
interests changed. Discuss the fact that they have had a chance 
to look closely at themselves, they We received some new informa- 
tion, and they have had new experiences during the time they were 

^ in this class. 

4. Conv-:lude with: "Your values will continue to change as you meet 
new people, hear new ideas and have new experiences. The impor- 
tant point for you to be aware of is: are your values changing 
along lines which will make you happy, comfortable, and successful 
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4. As long as you truly know yourself and remain actively aware 
of your chemging values, you can be sure that your values will 
reflect your real feelings." 

h 

D. Continue: "As I told you at the beginning, the purpose of this 
course was to prepare you for the world of work: \ 

- To help you learn about the work world and career^ options open 
to you . \1 

- To help you learn about yourself^ \^ 

- To help you learn how to find an 'open job, get hired, and success- 
fully keep your job. 



7 To teach you this, we have covered many areas." 

1. "We begam with self-^awareness : 

- Who you are. 

- What you need, want, and value. 

- What you can offer an employer. 

What type of job( career) would suit you best, 



Many of the handouts you have list lats'^^of^inf ormation about you. " 

2. We then discussed the Job Search. You have/handouts that tell. you 
what papers you need and how to get them; and what resources are 
availsdsle and how to use them. Be sure to use your people re- 
sources. No one can make it on his/her own. Everyone 'gets by 
with. a little help from theip friends', that's what friends, 
family, and counselors are for. Use theml" 

3. "We practiced completing applications and successfully handling 

interviews. You have some handouts to help you keep those skills 
sharp." 

"4. "Communication is one of two essential life skills. You have 
learned how to send and receive a clear and complete message. 
You also learned how to use assertive communication to solve 
problems. Use these skills often, or they'll get rusty." 

5. Decision making is the other key s]feill. Anyone can react to a 
situation; everyone has feelings (anger, frustration, happiness) 
they can act on; but not everyone cam think and decide before 
they act. Knowing yourseif <*nd your values helps you control 
yourself. You know how you want things to turn out, so you know 
which decision will be best for you. Thinking your decisions 
through by using the five step process is guaranteed to give yoa 
better odds for a successful life." 

6. "Finally, we talked adDOUt surviving in the world of work. Learn- 

ing the rules, the Words, and the expectations of the workplace 
is the first step. Using your good human relation s' lis (com- 
municating and deciding) is the second step. Put these two steps 
together and you've successfully completed an important dcince 
in the music of life (the New Worker two-step)." 
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7. "So here we are at the end of this class* You still haven't 
learned everything you need to know, but you're on your way. 
Think about your future. Decide where you want to go and what 
you have to do to get there. Work at improving your skills 
and education; that's how you *^ will get ahead. 'Hang on' to 
the materials from this course; they will help you in the years 
ahead . " 

8. "Remember, to get a job and keep a job, be yourself. But be your 
best self. The way you look and ^ the way you act will affect how 
others see you. Unless you're going to be a hermit, the way 

- the y see yoa^i.ll affeet how-weli ^r ou ' make it' in your personal 

life and on the job.. Your attitude is always showing, ^ 

What job you work at will affect how happy you are with your life, 
how you look at yourself, and your entire lifestyle. Use a job 
to get a better job. If you want a certain job, but can't land 
it, go after a related job. It's a good way to get your foot in 
the door. There are over 24,000 different kinds of jobs.. I^f you 

can't land that job r-ightraway, keep trying. There are a"lLot~of 

young people having trouble getting jobs, you are not alone. But 
don't use that as an excuse to give up looking. Keep at it, fol- 
lowing the things you've learned, and your chances of landing a 
job will go up. " 

E. Help students begin to plan the next few weeks or months. 

1. For those students who are going to begin looking for a job, spend 
some time summarizing Units 3,5, and 6. The booklet "My Job 
Campaign" may be helpful. It is available in limited quantities 
at no charge.^ A teacher's manual is^lso available. You may 
request these^ by writing to: Shirley Alon, bpen Dcors/E.D.C. , 

20 0 Madison Avenue, New York, New York 10016'. Have students 
develop a job search plan for themselves. Be^ sure they cover 
all the points listed in Unit 3 Lesson 8 concerning a job search 
strategy* Have them identify which local resources they will use 
what specific types of jobs thay will look for, and at which 
businesses they can apply. 

Encourage them to stay in touch with you and/or each other to help 
keep their spirits up and share job leads and experiences. You 
may want to formally schedule some follow-up meetings once every 
week or two for youths to share their frustrations, difficulties, 
and successes. 

2. For those students who are not going to begin a job search imme- 
diately, you may wish to review Unit 2 and help them plan how they 

^ can further explore careers which interest them. You can also 

discuss how they can gain experience (volunteer and/or in school) 
which will make them more job ready. Remind them that these ex- 
periences can be added to their resumes or fact sheets. 
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Close the lesson with: ••All through this course I've given 
you handouts designed to help you learn, and to give you 
feedback about yourself and the wor3.d of work. Now I've 
got a few final handouts to help me learn/ and to give me 
feedback about myself and this course. These handouts 
ask you to rate different aspects of the course: what you 
liked or didn't .like, what v/as helpful, and what would make 
it better. Pleaise be honest and take some time with these ^ 
forms so I can learn how to improve the course and its pres- 
entation. You do not have to put your names on the forms if 
you don't want to." 

Distribute the '•Youp Opinion" handouts "page 10-1-2 and 10-1-3. 



Review the question^ with the students and have them complete 
the evaluations^ 

Then distribute the "Overall Evaluation" handout, page 10-1-4. 
Again, review it and have students complete it. 

Ask students to share some of their comments with the class. 
Encourage as much dis.cjussion^ as possible * and then collect 
"^he forms. 



Say: "Good-bye." 

• 
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